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Newest and finest dual-purpose typewriter for executive use... 





THE NEW SMITH-CORONA 


°  nasinanl _ 
Announcing > — a 


a) 


"Cighty - Eight" CARBON-RIBBON typewriter! 

















Improves appearance of top 


it and their bosses will see and feel the difference 
in every letter, 


executive correspondence special report and presentation. 
i Perfect copy for process reproduction! 
—at low cost e Now, perfect copy can be tvped right in the 
| Pp) Vy 

office for reproduction by photo-offset, multilith, 
The clean and crisp, print-perfect quality of the photostat or photo-engraving. 
Smith-Corona Carbon-Ribbon “write” is really 
something to see. 


Then — pertect 
print-quality reproductions for reports, tabular 
forms, presentations, ete. 

See it! Try it! 

See and try this amazing new Smith-Corona 
Carbon-Ribbon typewriter at your convenience, 
in your office. Call any Smith-Corona Full-Line 
Dealer or Branch Office (See your Classified 
Telephone Directory). A representative will call 
by appointment. 


It’s distinctive and impressive, 
sharp and even, warm and friendly. 


The Carbon-Ribbon feature is not an attach- 
ment, but built right into the ALL-NEW Smith- 
Corona “Eightv-Eight” Secretarial. 

Here is the pertect low-cost ans‘ver for out- 
standing executive typing. Secretaries will love 


Smith-Corona Inc : 


syracuse 1 N Y Other factories in Toronto, Brussels, and Johannesburg. 
Makers also of famous Smith-Corona Portable Typewriters, Adding Machines & Cash Registers, Vivid Duplicators, Carbons and Ribbons 
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at 4 she declines... 


How PANAMA BEAVER 
“Vision Engineering = 
combats fatigue that cuts production 


White paper on a dark desk . . . black print on white tints on special no-glare paper. Typing stands out, 
paper .. . reflected glare: these are the “optic never strikes back! (You still get the same brilliant 
ogres" that reduce efficiency as much as 25% in copies in the same remarkable numbers!) 


some Offices .. . tire employees . . . slow production. 
And you'll find the same scientific “‘vision engineer- 


And it costs you plenty! Ing” in all PANAMA-BEAVER products, from Hypoint 
colored carbon papers to Lustra Colorful Inked Rib- 
bons that harmonize with all papers and letterheads. 





PANAMA-BEAVER eliminates the major causes of 
eye fatigue with a complete line of products which 








are ‘‘vision engineered"’ for greater efficiency. For Check into PANAMA-BEAVER “vision engineering” 
example, new EYE-SAVER Uni-Masters for spirit du- before you place your next order. It will pay you 
plicating now come in soft, eye-soothing jacket color vastly! 
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N our cover—We hope you'll be 

lucky enough to fit in a few wee 
ends of snow sports this year. Cold, crispy 
air swishing by as you go whizzing down- 
hill over fresh snow! What a wonderfy/ 
change from typewriters and shorthand 
notes! The attractive White Stag Anorak 
jacket on our cover is perfect for active 
sports. Made of waterproofed nylon with 
a Warm wool jersey hood, it is light 
enough in weight for comfort. Hood can 
be rolled down as collar. In red, light 
blue, or white with black trim; or black 
with red trim. Sizes: small, medium, 
large. $13.95. At Goldstock’s, Scheneec- 
tady; Dave Cook's Sporting Goods, Den- 
ver; ZCMI, Salt Lake City; and Best's 
Apparel, Seattle. 


CPS Examination, May 6-7 


WE Hove you, like hundreds of other 
smart secretaries, have resolved to take 
your CPS examination this year and be- 
come a full-fledged Certified Professional 
Secretary. 

The fifth annual examination for cer- 
tifying secretaries been 
for the spring of 1955. The change i 
date from October to May was made at 
the request of secretaries who preferred 
having their study period before summer 
vacations and also near the end of the 
college and university semester. 

Results of the 1954 examination, whic 
was held on October 8-9 in 50 colleg 
and wniversity centers, will be announced 
early in January, 1955. 

For further information, write to the 
Committee on Qualifications, CPS Exani- 
nations. 25 East 12th Street, Kansas Cit) 
6, Missouri. 


has announced 





For a Prosperous New Year 

IN CO-OPERATION with everyone whi 
wishes you a prosperous New Year, Clayt 
and Michel Lipman offer their secret for 
mula for getting dollars out of your 
penny bank. This is a good trick if yo 
can do it, and you probably can after yo! 
read their article on page 13. Once you’ 
acquired all this money, you'll probabl 
be interested in the Handbook article & 
page 21. 

Naturally everybody on the staff ®] 
Topay’s SECRETARY wishes you a partict 
larly happy New Year. But more thi 
that, we hope that this is the year you 
very special dream comes true! 
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if yw We don’t say that you'll finish up the day of typewriters is easy and rewarding. Ask for 
tter yo ~ . “° . ° . ‘ 
Z. fresher than you began, if you use a Royal. But a free trial. Tell the boss Royal is preferred 


e you’ 


role we do say that typing on this most responsive 2% tol by people in business who type. 
ticle 0 


— OVA ® ° World's largest manufacturer of typewriters... 
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How to Make 
INVISIJ&Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repe] 
refills. It must satisfy you 
— or your money back. 


RUSH- 


-F YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 
1068 S$. Clinton St., Syracuse 4, N. Y. 




















THE CASE OF THE 


GIRL WHO 


WAS LEFT ALONE 


BY 


THEL sat in Mr. Henderson’s 
E office and felt more alone than 
she'd ever felt in her life. The office 
had glass partitions and she could 
see all the other girls in the outer 
office, but for once they all seemed 
remarkably busy. They didn't like 
her anyway; theyd be _ pleased 
when they heard she'd been fired. 

There was an awful moment 
when she wondered if she were go- 
ing to be sick or—perhaps worse— 
cry. She wasn’t sick and she didn't 
cry. Instead, with a kind of horror, 
she heard herself say, “Mr. Hen- 
derson, I don’t mean to be rude, 
but I know you aren't letting me 
go because you must cut the staff. 
I saw Miss Miller interviewing 
girls yesterday. 

“This is my first job. It’s only fair 
to tell me how I’ve failed. I’ve tried 
very hard.” 


Mr. HENDERSON LOOKED EMBAR- 
RASSED and uncomfortable. He ex- 
plained to Ethel that there was 
nothing wrong with her work. She 
was an excellent worker, but she 
was ruining the morale of his office. 


MADELINE 8S. 


STRONY 


Too, Miss Miller felt Ethel’s gen- 
eral attitude toward the other girl 
was all wrong. As a newcomer to 
the group, she should have made a 
greater effort to fit into the ways of 
the other girls in the office, 

When Ethel refused to take her 
coffee break, that was understand. 
able. Many girls didn’t care to 
spend money for coffee. But, when 
the other girls invited her to lunch, 
she had refused their invitations, 
She had cut her lunch hours short, 
She didn't join the other girls when 
they rushed to the windows to 
watch a parade in honor of a local 
hero. She had even continued to 
work when the girls had given Mr. 
Henderson his birthday party the 
week before. Naturally. the girls 
had felt that Ethel was trying to 
show them up. 





ETHEL’S TEARS were very Close to 
the surface. It was all so very un 
fair. “When I came here, Mr. Her- 
derson, Miss Miller said vou were 
unhappy because many of the girls 
treated the office like a social gath- 
ering. place, and she hired me be 





» 
Mr. Henderson had always liked cause my teacher at school had : 
the pleasant and: friendly atmos- assured her I was a hard worker. 
phere that had existed among the _ I've tried to live up to my teachers 
‘ae girls, and now it was gone. Accord- recommendation, and now I’m be 
_—_ ing to Miss Miller, Ethel’s cool atti- ing fired just because I did. It 
@ neat, clean tude toward the other girls and doesn’t seem fair!” 
— their interests had won her their Mr. Henderson said maybe it 
The Liberty Copyholder puts all copy in hearty dislike. was their fault that she hadnt “ 
full view, at correct angle for easy, efficient The older workers were sure this made a go of her first job, but it th 
typing. newcomer was trying to show them was too late to help matters noW. S 
Designed so it will hold even a heavy | wp, And they'd show her! They He promised to give her an excel fp 
book without tipping. Made of heavy “gauge were showing her by wasting time lent recommendation. And he sug | 
— won ou rey Sate. Sian, 7 wile, | ong doing far less work than was gested that she have a talk with | 
9%” high, 5” base. So low in cost... you aa cs . oe 5 6€(UY 
can afford one for every typist. normal. Miss Miller before she left. 





ORDER NOW by mail if not available 
from your stationer. 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street + Chicago 5, Illinois 








Miss Miller felt that their atti- 
tude was unfair, but there it was. 
They either fired all the other girls 
or fired Ethel. It was simpler for 
Mr. Henderson to let one girl go 
rather than eight. 
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(Why do you think Ethel acted toward 
the girls as she did? Was Miss Miller 
right to let her go? What do you think 
Ethel should have done to please bot 
Miss Miller and the girls? Compare yous P 
ideas with Miss Miller's, on page 50.) 
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‘‘Here’s one textbook that 
goes to work for me 
every day on the 


job”’ 


THIRD EDITION 
by 
Gregg, 
Fries, and 


Rowe 


Applied SECRETARIAL PRACTICE 





) ° * * . 
Popular with teachers, students, and practicing secretaries 
because it accomplishes these objectives: 


* Supplies important business information 


* Develops desirable personality traits 


“s+. especially helpful are units dealing with The Secretary on 
the Job, Your Personal Effectiveness, Your Appearance, Using 
Sources of Information, Meeting the Public, and Duplicating 
Processes and Equipment.” 


575 Pages. Illustrated... ...List, $2.80. 


Workbook, Secretarial Practice Tests, and Filmstrips are available to 
complete this rich experience program. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 


a York 36, 330 W. 42nd St. Dallas 2, 50] Elm St. 
-hicago 6, 111 N. Canal St. San Francisco 4, 68 Post St. 
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% Teaches essential office procedures and skills 


* Deals realistically with job finding and job behavior 








SPECIAL— 


Plan to examine the 
New Fourth Edition of: 


WORDS 


Hagar and Hutchinson 


Make this new 15-minute-a-day spelling 
and vocabulary program part of your 
English. Typing, and Secretarial Prac- 
tice training. 

Also available: WORKBOOK for 
WORDS, FOURTH EDITION by Ha- 


gar, Hutchinson, and Banker 
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That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver ma- 
chine, never heard of 
EraserStiks. They weren't 
invented in her day. 


But today's modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


*For best performance 


expose rubber point 
about 3/16”. 
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ESSIE: 


brave 


It’s the season for fun and 
resolutions, and the experts 
and I hope you have your share of 
both! I'd made up an imposing list of 


resolutions (long betore January) that 
I'd meant to tell you about. However, 
| after breaking six out of half a dozen 





resolutions (long before January), I re- 
solved to skip the whole thing. This alone 
should brighten New Year. I re- 
solve to let everyone make and break his 
own resolutions, while I get on with my 
questions. 

Mr. Zoubek, one of our readers has 
a question tailored for you. He writes, 
“When I take dictation, I find that my 
notes are very large. I was told that, if 
I could make my notes smaller, I could 
greatly increase my speed. Is there any- 
thing I can do to bring down the size 
of my notes?” 

Zousek (shorthand): The notion that 
small notes are written faster than large 
is a theory that was exploded a long 
time ago. The size of the notes has no 
bearing on the speed with which they 
can be written. Every writer has a style 
that is natural to him. One writer natu- 
rally writes a smaller style, employing 
finger movement almost entirely. Another 
writer naturally writes a large style, in 
which he uses a great deal of arm move- 
ment and very little finger movement. 
The size that a writer should use is the 
one that comes to him without conscious 
thought. Any effort to change that style 
will result in discomfort and contusion. 


your 





Some of the world’s fastest writers 
write tremendous notes—and the faster 
they write, the larger their notes become. 

Martin J. Dupraw, for example, writes 
a very large style. Yet, he is one of the 
world’s greatest shorthand writers. Sam- 
ples of his notes appear in the Appendix 
to Gregg Dictation Simplified. 

The important consideration in writing 
shorthand is not size of notes, but pro- 
portion. The actual size of the a-circle 
is not important, so long as it is much 


TODAY’S SECRETARY e January, 1955 





larger in size than the e-circle. The exac 
length of the men-blend is not important, 
so long as it is many times longer than a, 

Rather than trying to cut down the size 
of your notes to increase shorthand speed, 
strive to write more rapidly the notes 
that come naturally from your pen. 

‘wed 

—_> 
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ZA; YS 
\ 


eS 


e@ Tessie: Mrs. Strony, here’s a man 
who wants to know whether it is better to 
work in a large organization or a small 
one, 

STRONY (secretarial practice): Working 
in a large company or a small company és 
a matter of personal preference. There 
are some who like the excitement and 
competition in a large firm; others are 
much happier in a small office—what they 
think of as “big business” overwhelms 
them. Weigh the advantages and disad- 
vantages of each. 

Here are just a few of the advantages 
of large and small organizations. 


¥ 


Large-Organization Advantages 

1. More opportunities for advance- 
ment 

2. Sick leave 

3. Insurance benefits 

4. Retirement benefits 

5. Shorter hours 

6. Activities—clubs, company pub- 
lications, etc. 
Small-Organization Advantages 

1. More responsibility almost at once 

2. Work of varied interest 

3. Being a “big fish in a little pond” 

4. Ability more likely to stand out 


Tessie: Doctor Lloyd, a secretary i 
Indiana has two questions for you. The 
first one is whether or not it is correct 
to add the ciphers in an even amount 0 
money, such as $400.00. The second ’ 
this: When one man dictates for another, 
which identification initials are pla 
first, the dictator's or the initials of the 
person who signs the letter? 

Lioyp (typewriting): It is always © 
rect, Tessie, to add the ciphers in an evel 
amount of money, such as $400.00—but, 
it is not usually necessary; very few P& 
sons do so in ordinary correspondente 
On a check, on a contract, or in a leg 
document, you should type the ciphers 
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Questions on 


Business English 
Secretarial Practice 
Business Law 
Bookkeeping 
Typewriting 
Business Arithmetic 
Shorthand 


————e 


It is not necessary in ordinary correspond- 


Experts 





nce unless you wish to make it absolute- 
clear that there was not even one penny 
wre than $400 

4s far as the reference initials are 
ncerned, the person who dictates the 
tter—whether or not he signs it per- 
wnally—are placed first, followed by the 
itials of the person who types the letter. 
If one man dictates a letter that another 
in is going to sign, the initials of the 
signer will not appear at all in the ref- 
rence notation. As a matier of fact, the 
nly reason that initials are typed at all 
is to handle this very situation! The title 
yped below the signature will usually 
identify the signer. 


e@ Trssu Miss Hutchinson, one of 
readers wants to know whether it is 
permissible to use a_ split infinitive to 
give emphasis? 
HuTcHINSON (business English): Tessie, 
the split infinitive is a favorite topic of 
liscussion among writers. Our editors try 
to avoid this construction whenever it 
in be done without ambiguity of mean- 
ing or awkwardness of construction. It is 
especially bad to insert a long group of 
words between the to and the verb. It is 
ilso bad, on the other hand, to give a 
sentence an air of artificiality merely for 
e sake of removing an adverb from its 
atural place. In summary, I should ad- 
se beginning writers to keep the infini- 
ve intact if possible. 





Pe 
a a = 
® Tessie: Doctor Lloyd, one of our 


readers seems to be stuck at a typing 
speed of 45 words a minute. What can he 
do to get out of this rut? 

Lioyp tupewriting): Practice! When 
taking typing tests, he should type for 
shorter periods of time—half-minute or 
me-minute periods—and then gradually 
crease the length of his writing time. 
He should also use one long sentence or 
ne short paragraph for a_ five-minute 
Writing, repeating the same sentence over 


: id over; th repetition will help him 
00st his spe ¢ d 
He ‘ , 
le can ty practicing a sentence that 


“Continued on page 48) 
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OP \ A join his new fan club 


get his FULL COLOR photograph and membership —_ | 
enter the Charlie Applewhite school prom contest <% 


s™ 
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wallet photos of your graduation portrait 











all for only 


7400 


COMPLETE 
POSTPAID 











Yes, when you order only 25 wallet 
photos from LARGA-PIC you automa- 
tically become a member of the 
Charlie Applewhite Fan Club. You 
will receive an official membership 
card and AUTOGRAPHED FULL 
COLOR PHOTOGRAPH of Charlie 
himself. But that’s not all 


CHARLIE APPLEWHITE MAY SING 
AT YOUR SCHOOL PROM! 


Once you become a member of his 
fan club you will learn how you 
may be the lucky one to have 
Charlie Applewhite appear IN PER- 
SON at your own school prom this 
spring. Only fan club members may 
enter this exciting contest so tell 
all your school chums to join now! 














ACTUAL SIZE 


































Delight your classmates, friends, and rela- 
tives with genuine LARGA-PIC wallet 
photos. Printed on the finest silk finish 
double-weight paper, LARGA-PIC wallet 
photos are made by the world’s foremost 
wallet photo producer. Naturally your satis- 
faction is completely guaranteed or your 
money back. 
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© LARGA-PIC, sox z-14, BROOKLINE 46, MASS. 


5 Please enroll me in Charlie Applewhite's fan club. | enclose 


OF PICTURE 


MAIL THIS COUPON 


VALUE OF A LIFETIME 


' 
. 
. 
| oe i for Larga-Pic Wallet Photos. | will also - 
B receive a membership card featuring a FULL COLOR 
® PHOTO of Charlie Applewhite, and complete information g» 
~ about how Charlie Applewhite may sing at my school prom. g 
e 
- NAME . + 
= ADDRESS .... > 
. “ ZONE........ STATE . 
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alive after five... thanks to her Remington, Electric typewriter 


% A And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 


Remington Brand. 
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Even legal terms like “damnum absque injuria”’ don’t scare 


Betty Gorman—she’s secretary to Judge Harold Medina 


7 HEN ELIZABETH GORMAN puts away her typewriter, she may 

stand for a moment at the window behind her desk. Checking the 

weather in the manner of all secretaries whose thoughts are finally turning 

homeward, she looks out at downtown Manhattan, peaceful against the 

amber glow of twilight. But the scene below has not always been so 

pleasant. There have been days when that window framed ugly threats 

against her boss and brought the sounds of violence to her, for Elizabeth 

Gorman is the secretary of Judge Harold R. Medina, who presided over the 

world-famous trial of the eleven Communist leaders. Recently her boss was 

BY MARION NOYES mentioned as a possible candidate to fill the U.S. Supreme Court vacancy. 








TODAY’S SECRETARY @ January, 1955 9 











Although Betty received her legal training on the job during her receptionist days, she suggests that 





secretaries take some legal stenography courses to familiarize them with law terms and typing legal forms. 






SRP e Oe 


Elizabeth's climb has been from the bottom to the 
top. Several years ago, as a girl in pigtails, she visited 
i law office. Wide-eyed, she watched the activity 
around her. Men carrying brief cases strode by im- 
portantly; girls came in to select big leather-bound 
volumes from the bookshelves that lined the walls; 
typewriters clicked busily beyond an open door. That 
day Elizabeth’s dream was born. 

As soon as she tid added a business-school diploma 
to the one she had received from high school, she was 
back again to ask Harold Medina, head of the firm, for 
a job. He liked the alertness he saw in the blue eyes 
of this young girl. His answer was yes, she could start 
as receptionist. ; 

Soon she was handling the switchboard. In spare 
moments she typed legal forms, studying and learning 
strange terms and routines. She qualified as a legal 
stenographer, then secretary to a law clerk, and finally 
became secretary to one of the partners. Elizabeth was 
well on her way. When the secretary to the head of the 
firm resigned, Harold Medina without hesitation chose 
Elizabeth to replace her. Elizabeth has been his secre- 
tary ever since. Uniquely, she was not only hired by 
her boss, but, when he later became a judge, she was 
appointed by him in order to conform to Civil Service 
requirements. 

A little after nine-thirty every weekday morning, 
Elizabeth crosses a park surrounded by government 
buildings, turns toward the one with the gold dome, 
and walks up the broad steps of the United States 
Court House. When she enters the Judge’s chambers 
(a judge’s offices are always referred to as chambers ), 
she answers to “Hi, Betty!” from the other staff mem- 
bers—a law clerk and the bailiff, who serves as court 


Important papers are ready for the Judge as he and the 
bailiff leave for the courtroom. Betty herself has been in 

the court only twice—on Judge Medina’s first day on 
the bench and once during the Communist leaders’ trial. 
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attendant and personal aide to the Judge. She finds the 
mail waiting for her, and the Judge already at his desk. 
When she greets him, he often replies teasingly, “That 
gal Gorman can’t get here before I do!” This is a 
favorite joke—his affectionate gibe at the one fallibility 
in the girl who cheerfully takes it for granted that 
closing time, however late, is when the work is done. 

Satisfied that the Judge doesn't need her at. the 
moment, Betty turns to the mail—often forty or fifty 
letters—reading it thoroughly and attaching pertinent 
papers for reference. “Being familiar with the original 
material helps when it comes to taking dictation 
rapidly,” she explains. Betty makes careful notes in 
the margins of many of the long, involved letters and 
checks parts for the special attention of the Judge. 
He has such trust in these markings that a letter bris- 
tling with many of them is reserved for a time when 







































































So greatly is Judge Medina esteemed that people with all sorts 
of problems call for advice. Of course, he can’t help 
: them all, and Betty must use tact in referring them elsewhere. 


doesn't include torturous translation for Betty. The 
Judge writes in small, precisely formed letters that 
could become permanent records. 

Betty likes her electric typewriter for the appearance 
of the several copies she must always make and for the 
speed it permits her to use. She must type fast and she 
must maintain absolute accuracy, for an undetected 
error from her typewriter might have far-reaching 
Vi consequences, 

Large volumes of dictation and typing inevitably 
bring another chore. Filing is an ever-present part of 























J — Betty's job and is always there for as much time as she 
4 . can spare. She has devised special systems to take 
care of the Judge’s needs. In addition to the legal files, 

: one is devoted entirely to the honorary degrees that 
the Judge receives in continuing numbers, Another is 
marked for his awards, and there is a separate one for 

P »s by Sh y Gross : > . : 
his committee work for bar associations and educa- 
tional institutions. 
he has more than a few moments at his disposal—unless After a recent clean-up session on the files, the Judge 
Betty suggests that the letter requires his immediate said of his secretary, “She can look you right in the eye 
ttention. and tell you off when she’s sure it’s in your best in 
The arted venerosi , ve j }]- terest.” He looked around the spacious room, so full 
lhe warmhearted generosity of the Judge is as we 
known as his brilliance. Aside from business letters. and yet uncluttered. There were a dozen tall vases of 
the mail contains numerous requests for advice about flowers place d at intervals on the two long conference 
all sorts of problems. “People seem to think Judge tables. His oversized desk held several trays of papers. 
Medina has the wisdom of Solomon.” Bettv told us. Books marked for reference were within easy reach 
“As much as the Judge would like to answer all these but the room had an air of relaxation and calm. 
letters, he just hasn't the time. Most of them have to “I'm a collector,” the Judge said. “I started keeping 
be referred to the Legal Aid Society.” things when I was a kid, kept scrapbooks all through 
The Judge dictates with the speed of a keen mind college, held onto every letter | ever had, with copies 
and without the irregular rhythm that distracts many of this and copies of that.” He smiled—half-proudly, 
a secretary, so Betty can take enough dictation in an half-regretfully. “A few weeks ago, Miss Gorman told 
hour to keep her busy the rest of the day. Legal terms? me I'd have to start cleaning house because the ware- 
“Oh. ves. but anv legal stenographer or secretary soon house and the files were bursting. She made me turn 
learns those,” Betty says, with her quick smile that over a new leaf.” The Judge added that unfortunately 
dismisses the possibility of difficulty. Mrs. Medina heard about this minor revolution and 
Legal memoranda and opinions are often carefully decided it might be a good idea to try it at home. 
composed by the Judge in longhand, but this typing Between Mrs. Medina (Continued on page 47) 
Rather than using the intercom to deliver a message to the Judge, Betty prefers Betty enters the Court House, 
to enter his office quietly and wait for his convenience so that she will not one ol a group of impressive 
risk disturbing him in the midst of writing an opinion or other complicated legal work. Government buildings. 
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ARE YOU A 





Where-Do-You-Mean Secretary ? 


R. ASHE and I sat in my office 
} behind the marked 
“Secretarial Consultant” and dis- 
cussed his secretary, Janet. 

“She interrupts me twenty times 
a day,” he said, “to ask, “Where-do- 
you-mean, Mr. Ashe?’ She'll have a 
correction, and she won't know 
where it goes.” 

I “tsked-tsked” appropriately and 
asked if he wanted Janet  trans- 
ferred. 

He seemed shocked. “Of course 
not! She’s one of the brightest girls 
I’ve ever worked with. I thought 
you could help her. Jennings told 
me you did wonders with his secre- 
tary.” 


dc 0r 


NATURALLY, I WAS PLEASED. “My 
job here at Harkins’ doesn’t end 
with training girls in the steno- 
graphie pool. I’m sure, Mr, Ashe, we 
can help Janet. Now, is her diffi- 
culty with corrections the main 
problem we have to smooth out?” 

Mr. Ashe thought a moment. 
“That's the main thing. But you 
might speak to her about telegrams 
and rush letters, too. Rush or not, 
she transcribes everything in the 
order it’s dictated.” 


LATER THAT DAY I saw Janet. | 
asked her why she had so much 
trouble handling Mr. Ashe’s correc- 
tions. Her explanation was en- 
lightening. “He makes so many of 
them! I try to put in carets and 
A, B, C’s to mark the corrections; 
but, the next thing I know, I’ve lost 
part of the dictation. So I just write 
the corrections down some way and 
hope I can find out where they go 
later on. Sometimes I simply can’t 
find where they go, and I have to 
ask Mr. Ashe. I suppose it annoys 
him, but what else can I do?” 
“Have you ever thought of using 
only one column of your notebook 
to leave the other column free for 
corrections?” I asked. She hadn't. 
“When a dictator makes frequent 
corrections, this is the best way to 
handle them so you won't be slowed 
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Janet no longer “loses” her boss's many corrections. She leaves one column of 
her notebook free so corrections may be noted opposite the words they replace. 


down,” I told her, “and so you won't 
have trouble transcribing.” 

I asked her if she marked her 
telegrams and urgent letters “Rush.” 
She didn’t. I reminded her that 
“Rush” dictation, telegrams, and 
Special Delivery letters should be 
transcribed before any other dicta- 


tion, I suggested that she mark rush 
dictation by folding the page 
with a paper clip. 

Our talk must have helped Janet. 
Today I saw Mr. Ashe in the hall 
and I asked how Janet was doing: 

“She’s the best secretary I've eve! 
had!” he assured me. 
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How to Get Dollar$ 


Out of Your Penny Bank 


BY CLAYRE AND MICHEL LIPMAN 


HE $64 QUESTION is how to get enough pennies 
into your piggy bank to come out folding green. 
It can be done, though—and here’s how: 

First, it’s important to know what you're saving for. 
Have a definite objective, such as a “dream” of a new 
hat, a Christmas fund, a vacation bonanza. 

Don't set goals too high at first. It’s better to have a 
few short-range, easily achieved objectives to prove to 
yourself that saving money is possible. 

Here are some tried-and-true systems that will put 
those elusive pennies into the dollar. bracket: 


MARKED-MONEY METHOD: Let’s start of with a simple 
plan, designed by no wizard—nevertheless, a favorite 
with many. An ingredient of all saving plans is a good 
slice of will power. So, decide you'll slip all of a certain 
denomination coin that comes your way (every dime, 
tor instance) into a cubby hole for one whole week. 
The next week vary the coin to a higher denomination, 
perhaps; but don’t waver. The first time you miss will 
make the second and third times that much easier. 
Hide the loot in the sugar bowl] for deposit in your 
savings account at the end of the month. You'll be 
surprised how it mounts up in a very short time, with 
hary a penny missed! 


BUDGET-AND-BREATHE METHOD: This is scientific, and 
it takes a little doing to make it come out. Budgeting 
nobody likes! But, under this system, you don't budget 
continually, month in and month out—only for the 
first three months of the year, or from your starting 
point. Have you saved 10 per cent of your pay check 
by the end of the period? Okay, you've made it to 
your first goal. Bank the money, and for the next 
three months. forget the budget! Live as you did be- 
fore—right up to the last penny. All right, you've had 
your fun. Now for the next three months—back on 
the budget. Save another 10 per cent. And for the last 
quarter of the year, take another breather. That wasn’t 
too bad, was it? Maybe after the first year you'll like 
It so well youll want to budget four months and 
breathe two! 





TAKE-IT-OUT-FIRST METHOD: Probably the most effec- 
tive way is to just take a slice off the top of your pay 
check. Is your take-home $83.50? Bank $10 (or what- 
ever sum you decide on) when you cash your check; 
make the $73.50 carry you through. You'll miss the $10 
at first, but after a time it won't hurt a bit—and hav- 
ing the $520, plus interest, in your account at the end 
of the year ought to make you feel a lot better! 

Of course there are variations of this method. Some 
companies have payroll deduction plans under which 
you can authorize them to subtract a certain amount 
from each pay check and apply the money to a sav- 
ings account, a pension plan, a credit union, or to 
the purchase of U.S. Government bonds. With an 
automatic saving plan, it’s more difficult to backslide. 
PULL-PENNIES-OUT-WITH-PREMIUMS METHOD: Buying 
life insurance is a fine way to save money, and one 
that isn’t used as much as it might be. Costs and pur- 
poses of various policies differ; but you can borrow 
on insurance if you must, and interest dividends can 


mount up to surprising sums. 


Lop-oFF METHOD: This can be dramatic, or even 
drastic, but you may like this way if you figure it's 
more fun to save with a splash. Look for an expense 
that you feel can be done away with, like candy bars, 
or banana splits—or anything that’s a more-or-less 
regular cost. You estimate the monthly cost, eliminate 
the item—and save the expense. 

One secretary quit driving her car to work and took 
the bus instead. Less convenient; still, she saved not 
only the wear and tear of driving, but also $8 a month 
bridge toll, $15 for parking, and $40 a month ( figured 
at 5 cents a mile) for gas, oil, insurance, and depreci 
ation. The bus cost $11.25, so her net saving was 
$51.75! Another girl in the same situation advertised 
for riders—took on four—at the bus rate—and got her- 
self a free ride plus money in the bank. 

If there’s some expense you can eliminate, why not 
lop it off and save the difference? It’s easy to get 
DOLLAR$ out of your penny bank if you really try! 
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“Harya?” 

“Kay. Waddyano?” 
“Nothin’ much. Jeet?” 
“Goin’ now. Ya goin’?” 
“Naw. Joe tolme tawait furim.” 

This is English? Even some parakeets can do bet- 
ter! But, for too many people, this is what passes 
for the English language. Perhaps you think you are 
never guilty of such extremely bad usage, but do you 
ever listen to yourselfstalk? Probably not. The mind 
is a wonderful instrument. It lets us concentrate on 
the thoughts we are trying to express, while pretty 
much ignoring the way we express them. We're about 
as unaware of the way we talk as how we spent last 
week's pay. 

It is amazing how many people take excellent care 
of their health, worry about their appearance, keep 
the family car shiny, and even wash Rover regularly, 
but never give a thought to their speech habits. It is 
amazing, because your voice can be your best person- 
ality asset. To speak well, to express your ideas clearly 
and forcefully, and, above all, to radiate warmth and 
friendliness in your voice will win you friends and 
respect. For, 99 per cent of all communication today 
is carried on through the spoken word. 


Business success is closely associated with the ability 
to speak well. Good English usage and the ability 
to speak forcefully and fluently not only help you 
make friends for the company, but reflect the stand- 
ards and caliber of the firm. 

Look at the way most concerns select their em- 
ployees. Just picture yourself sitting outside the office 
of the personnel director of a top-flight firm. Sev- 
eral other applicants are waiting there with you 
for those all-important personal interviews. Of the 
many applicants for the job, the choice has narrowed 


BY JOHN P. WHITCOMB 


down to your small group. There is no doubt that your 
appearance and your past record are important. You 
all are well dressed and immaculately groomed, and 
your records lying in there on the personnel director's 
desk represent the best of the lot. 

How will he decide? He’s a busy man and doesnt 
have time to interview everyone at length. After the 
interview, you may think that he just wasted your time 
and his because all you talked about were trivial or 
irrelevant things. The chances are that he was listen- 
ing more to the way you expressed yourself than to 
the details of your answers. If you appeared confident, 
poised, and pleasant, and spoke clearly and effectively, 
you made a good impression. If you looked at the 
floor, used faulty grammar, slurred your words or 
dropped your endings, you may be-sure that you made 
a poor impression. Think for a moment—what effect 
would your speech habits have in tipping the scales 
for or against you? 


To FIND out, make a conscious effort to listen to 
your own voice the next time you are in conversation. 
This is easy to do in simple, routine conversation 
and will reveal at least some of your flaws. How- 
ever, if the conversation is really interesting, you 
will probably find that trying to think and listen to 
yourself at the same time will tend to give you the 
heebie jeebies. It might be better to ask a friend to 
rate you the next time you speak in a class or group. 

If you have a tape recorder or can get hold of one, 
you are lucky. It is one of the simplest ways of check 
ing on your speech. The first reaction to hearing your 
own voice come over the recorder is generally an it 
credulous, “This is me?” After that ungrammatical 
outburst, the second reaction is frequently to head for 
the nearest speech-improvement class. 

If all other methods fail, you can get an idea of 
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how your voice sounds by standing close to a wall 
and cupping each hand behind an ear while you talk 
as in Sketch a). With a little practice, you should 
be able to recognize any deficiency. (If anyone won- 
ders what you're doing, just explain that you're work- 
ing on a new but highly secret invention for the 
\ir Force. ) 
B No matter which method you use, listen for the 
eight qualities that are listed in the box immediately 
Z below. These are the points to concentrate on in your 


our voice-improvement program. 
You 
ind 
or's 
ENUNCIATION. Do you speak each word 
> sla.  ] 
snit clearly? 
the PRONUNCIATION. Do you pronounce words 
| correctly, giving each vowel and consonant 
me its proper emphasis? 
or e Tone. Does your voice have a pleasant tone? 
en- Does it have warmth and sparkle? Some un- 
to pleasant types of voices are the “always the 
: same tone” voice, the “chip on your shoul- 
ont, der” voice, the “apologetic” voice, and the 
oly “whining” voice. 
the yi Pircn. Pitch is the movement of the voice 
up and down the scale and with various in- 
or 


flections. While depth of pitch depends 
ide pretty much on age and sex, you can control 
pitch to a certain degree. Voices that have 
too high a pitch are likely to be screechy 
iles and irritating. Is yours pleasantly pitched? 
And do you use proper inflection to give 
added meaning and interest to your words? 


‘ect 


Empuasis. Do you use proper emphasis to 


to stress an important word or idea and to play 
on. down the unimportant ones? Don’t forget 
ion that the excessive use of emphasis tends to 
destroy its effectiveness. 
66 Votume. Volume includes intensity, loud- 
you ness, and resonance. A well-controlled voice 
to usually indicates well-controlled emotions. 
the Do you ever speak too loudly for comfort or 
too softly to be easily understood? 
to Rate or Speecu. Do you speak too slowly 
up. or too rapidly? The average person is too 
ne, impatient to wait for a slow speaker to 
ke A complete a sentence and is annoyed at the 
rapid speaker who garbles words and makes 
our them difficult to understand. The proper 
in- # rate is approximately 150 words a minute. 
cal a Correct Usace. Do you select the word 
bal é with the precise meaning you intend? 
of 
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Once you realize the speech errors you make, resolve 
to correct them. Be conscious of your errors and, as 
you talk, don’t be afraid to go back and repeat correct- 
ly any words you have slipped up on. Remember that 
your speech pattern is a habit, and it takes constant 
practice to replace one habit with another. 


As A sHorT cuT to developing good speech habits, you 
will find speech exercises a big help. They can be done 
when you are alone and so save many errors before 
others. The most basic requirement of good speech is 
good breath control. For this, you need good posture 
(another strong personality asset!). Try this to im- 
prove your breath control. Breathe deeply. Try taking 
a few deep breaths and releasing your breath slowly 
(Sketch b), counting aloud evenly as you do so. After 
a little practice you should be able to count as high as 
forty. The purpose of this exercise is to help you de- 
velop the habit of using your diaphragm when you 
speak rather than forcing the air from the throat or 
upper bronchial tubes. It has only incidental value for 
those interested in a career of underwater swimming. 

You have, no doubt, heard someone say that every 
time he opens his mouth, he puts his foot in it. This 
is, of course, untrue. In fact, most of us hardly open 
our mouths at all when we talk. The five vowel sounds 
should be made with the mouth open. 

To check yourself, try standing in front of a mirror 
(Sketch c) and saying a, e, i, o, u. First do it using 
your normal speaking voice, then do it with the mouth 
wide open—clear to the last molar..When you succeed 
in speaking with your mouth open wide, you will 
notice a big improvement in tonal quality. 

Clear consonant sounds require more movement of 
the tongue and lips, for, unless spoken distinctly, one 
consonant can easily be mistaken for another—or not 
heard at all. As you talk, try to keep your tongue and 
lips from being held so tight that your mouth cannot 
open easily and speech flow freely. 

Good enunciation and pronunciation are the two 
most important parts of good speech. They will help 
you get your ideas across effectively and will create 
a more dynamic, forceful way of speaking. One of the 
best ways of practicing enunciation and pronunciation 
is to read aloud (Sketch d), remembering to catch 
your breath at the commas and to take a long breath at 


the period. If you look up (Continued on page 52) 








Deadlines and Diplomacy 






























A. Devany 


OES HELPING someone put his best foot for- 

ward intrigue you? Do you like dealing with 
people and selling them on your ideas? An unusual 
opportunity awaits secretaries who do—one that offers 
plenty of excitement. 

Today, many wide-awake secretaries are preparing 
for positions in the field of public relations. In its 
broadest sense, public relations covers any contact an 
organization may have with people—both inside or 
outside the organization. Naturally, a company must 
use every possible method to put its best foot forward. 
It must impress on its own personnel that their com- 
pany is a wonderful place to work. In addition, it 
must gain favorable publicity for the firm’s products, 
the addition or promotion of its personnel, or the 
new advertising campaigns. Sometimes this will be 
handled by the firm’s own publicity department; fre- 
quently it is turned over to an outside public rela- 
tions agency. 


BY LOUISE BOGGESs 


Ir YOU ARE A SECRETARY in a public relations agency, 
you will work on a variety of campaigns. Perhaps 
your boss may be arranging publicity for a charity 
drive, for a singing star, for a furrier, or for a bi- 
cycle manufacturer. From time to time, he will be 
working on different accounts, so there is continual 
change in your job. 

A public relations secretary’s salary frequently is 
somewhat above that of secretaries in other fields. 
But the requirements are usually higher as well. Of 
prime importance is appearance and personality. Be- 
cause these secretaries are in a business that en- 
deavors to create favorable impressions, these young 
men and women must be top-notch. They must be at- 
tractively and tastefully dressed and must have poise, 
plus a warm, friendly manner. To succeed in this field, 
they must know how to meet and handle people. In 
addition, Charlotte Baker told us, “You really must 
have patience for details, judgment to make quick 
decisions, a good background in grammar—for proof- 
reading—and a cast-iron set of nerves!” 

Charlotte is a secretary at the Gene K. Walker 
Company in San Francisco. This is a public relations 
agency that handles publicity for many business firms 
and other organizations. “You have to learn to work 
under pressure because there are always deadlines and 
emergencies in a job like mine,” she explained. “My 
hours are from nine to five, but that doesn’t matter 
when there’s a big presentation to finish. But,” she 
leaned forward in her chair, “I’m so interested in my 
job I usually don’t realize I'm working overtime. 

After business college, Charlotte worked in a whole- 
sale hardware company and a law firm. She found 
both jobs too predictable—they were too much the 
same. Her face lighted with enthusiasm. “In public 
relations there’s always something different, something 
popping. The telephone rings, visitors come in, there 
are deadline crises, luncheon conferences to a 
range for, appointments to squeeze in, and shop- 
ping...” 

“Shopping?” 

“Yes,” she smiled warmly. “You'd be surprised how 
much I do. A personal gift for a friend of the bosss 
or a business ‘thank-you’ to someone who has done 
us a favor. There’s also grocery shopping for the 
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What it’s like 
to be a secretary in 


public relations 


office supply of coffee, tea, cookies, even Swiss cheese. 
The boss likes it with his tea.” 

She drew in her breath. “We've just finished morn- 
ing coffee. I serve coffee and tea mid-morning and 
mid-afternoon. In a fast-paced office you need to 
relax. Besides, it gives a warm, friendly atmosphere 
to our office.” 

Charlotte's office routine is much like that of any 
other secretary, except that she deals with the pub- 
lic much more. Her skills, she told us, are about 
average. “But, since much of the typing I do goes 
to the printer, I’ve really got to be accurate. It might 
ruin a whole job if I let a mistake slip by!” 

One reason Charlotte finds publicity work so in- 
teresting is because the people she works with are 
all clever, idea men and women. “And sometimes they 
ask for my opinion, too,” she told us. “A copywriter 
may sound me out on the woman’s point of view when 
he’s preparing some copy or may want my ideas on 
color combinations for a promotion piece he’s plan- 
ning. | guess I’m something of a sounding board, too.” 

In recommending her job to others, Charlotte ad- 
vises, “If you like responsibility and the unpredict- 
able, want time to whiz by, love people, love to co- 


. ordinate details and to please the boss—and can stay 


calm in any kind of commotion, you'll love my job.” 


PETITE ELSIE NEFF has another type of public rela- 
tions job. She is secretary for the public relations 
department for the Hotel Mark Hopkins on Nob 
Hill in San Francisco. Her boss sees that the name and 
fame of the Mark Hopkins is spread far and wide. 

What Elsie likes best about public relations is 
that there’s no rigid office routine. “In public rela- 
tions my work is timed to the deadlines we must 
meet.” Elsie advises any secretary interested in pub- 
lic relations work to try to take a basic course in 
journalism and advertising sometime and also to brush 
up her grammar and punctuation. A secretary who 
can write simple, routine news items—Elsie has com- 
posed some on rush occasions—has a better chance 
for promotion. “However,” she confided, “in this job 
you learn something new every day because it’s con- 
stantly changing. When I first came here four years 


#80, my job was considerably different.” 


Her eyes took on a dreamy look as she told about 
the famous stars her boss had publicized. At that 
time the hotel’s swank night spot, the Peacock Court, 
featured a dance band and a top singing star or other 
celebrated performer. “I handled the details when 
my boss arranged for extra publicity for the star— 
TV appearances, radio and newspaper interviews, 
posters, etc. Carl Brisson, Carmen Miranda, Celeste 
Holm—they're so human, so appreciative. I filled a 
large scrapbook for Dorothy Shay and also one for 
Hildegarde on publicity we had secured for each of 
them. And the midnight press parties on opening 
nights—they were fun and I was in on all of it!” 


ELSIE'S JOB CHANGED when the hotel closed the Pea- 
cock Court and opened the Lochinvar Room, which 
is smaller and has a five-piece orchestra. “We don’t 
have stars any more. Now our service is limited to 
getting publicity for out-of-town guests and for our 
local patrons who use the hotel for parties and wed- 
dings.” 

Aside from dictation and letter writing, Elsie’s 
day is spent typing up the publicity copy, contact- 
ing printers and photographers, and checking the 
newspapers to clip any of her boss’s publicity re- 
leases that have appeared. In addition, Elsie checks 
the papers for marriages or changes in the addresses 
of local patrons so that she can keep up-to-date the 
mailing list that is used for hotel announcements 
and invitations. 

Each day the desk clerk furnishes the publicity de- 
partment with a list of new arrivals and incoming 
guests. Elsie must check these names against a geo- 
graphical breakdown chart that lists people who are 
well known in their home towns. If a local celebrity 
is arriving, Elsie’s boss will arrange publicity and 
perhaps photographs to be sent back to the visi- 
tors home-town newspapers. “For a guest like John 
Kieran,’ her voice emphasized his importance, “my 
boss will arrange TV, radio, and newspaper inter- 
views as well. 

“My day?” Elsie laughs. “One minute everything 
is quiet. The telephone rings for my boss. The of- 
fice plunges into a mad rush that can’t stop until 
the job is finished. Those days go by like fifteen 
minutes.” 


EVELYN DABLERS PUBLIC RELATIONS JOB is yet an- 
other sort. She works as secretary in the public re- 
lations department of Varian Associates, of Palo 
Alto, California. Her company manufactures the 
Klystron electron tube. Although her boss prepares 
some publicity for trade publications and newspapers, 
the major portion of his time is devoted to building 
good morale among the employees within the com- 
pany. Unlike Charlotte and Elsie, she has none of the 
telephone calls from clients or visiting celebrities that 
can mean frantic rush jobs. Evelyn’s day begins at 
8:15 and ends promptly at 4:45. 


One of the main jobs of the (Continued on page 55) 
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The Right 


arbon 
Does a 


etter Job 


Do you know about 
these special features 


in carbon paper? 


BY RUTHETTA KRAUSE 





YVARBON PAPER is carbon paper, some secretaries 
C think. They know it comes in several grades and 
finishes, but they expect it to look the same and to 
make their fingers smudgy if they aren't careful. They 
grow used to working with one type of carbon paper 
and don’t realize that there are several clever features 
that have been developed by carbon-paper manufae- 
turers to make their duplicate-copy jobs quicker and 
cleaner. 

Here are some of the special features you should 
consider before you decide on the particular brand of 
carbon paper you may wish to use or to order next 
time. 


Oversize carbon sheets with cut comers are 
helpful for quick, easy removal of the carbons after 
typing. These are carbon sheets one-half inch longer 
than the regulation letter paper, with both corners 
(or at least the upper left corner) snipped off. After 
you have typed the page, simply hold the pack at the 
upper left corner, grasp all of the carbon sheets at the 
bottom. Then, presto! One pull, and all the typed 
pages are in one hand with all the carbon sheets in the 
other. (If the carbon paper you are using has no cut 
corners, you can snip them off yourself. ) 

When you make up your pack before you type the 
next page or next letter, reverse the order of the car- 
bons. Make the top carbon sheet the last, etc. This ro- 
tation system prolongs the life of all the sheets, for 
the top sheets receive the most punishment. 


Extended clean-edge carbon paper is advis- 
able if you have trouble keeping the color dye of the 
carbon where it belongs—off your fingers and your 
nose. This carbon has a half-inch, uncoated extended 
edge at the side or bottom, so your fingers needn't 
touch the carbon itself. Many manufacturers have used 
the side edge to provide you with a scale of numbers 
or some other device that will enable you to tel] how 
far you are from the bottom of the page. 








F. S. Webster's Durametric Carbon Sheets have an 
uncoated extended edge at the right side and a cut 
corner at the upper left so that you can separate 
your carbons and copy sheets without touching the 
coated surface. A scale of numbers down the side 
will help you center your copy on the page. 





Final-Line Typist Guide carbon paper. manutac- 
tured by Peerless Imperial, also features cut corners 
and an uncoated extended right edge. Holes in this 
edge help in the correct placement of your letter 
and act as a warning when you approach the bottom 
of the page. 
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Look for one-time carbon, if your boss 
doesn’t want you to spend valuable time assembling 
letterhead, carbon paper, and copy sheet for each 
letter you type. You can now buy one-time carbon 
sheets already attached at the top to a sheet of thin 
copy paper. This copy paper becomes your file copy— 
it is available in various colors to suit your filing pat- 
tern. You can also purchase boxed carbon and copy 
sheets that are interleaved but are not attached to 
each other. 


Similar are the carbon and copy-paper sets. 
A set consists of one sheet of specially designed carbon 
paper affixed to five easily detached sheets of yellow 
or white copy paper. You simply place a letterhead 
on top of the set and, after completing the typing, 
snap out the copy and original; then the carbon is 
ready atop a clean sheet of copy paper for your next 
letter—and so on until all the copy sheets have been 
used up. (These sets come in single, double, and mul- 
tiple sty les. ) 


Carbon binder devices have two advantages. 
They fasten your carbons together at the top so that 
you have a uniform edge for inserting the carbon pack 
into your typewriter. This eliminates smudging and 
wrinkling and means that you don't have to worry 
about realigning the carbons once they are in your 
machine. In addition, you can make up several sets 
of carbons—for two copies, three copies, four, five ... 
as many as you want—marking the number of carbons 
on each binder. 

If you need to make an erasure, you simply slip out 
the strip that holds the carbons in place. Reinsert the 
strip when you've finished the letter, so that your car- 
bon binder will be ready for the next setup. 


Special boxes are used by many manufacturers 
to make your job easier, One company has designed a 


box that can be used as a copyholder for your short- 














SOSt & ere Omns vee 
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Ault & Wiborg has developed a binder device, called 
Red W riting Hood, to be used with its carbon sheets. 
The hood fits over the top edge of your carbons and 
holds them in place by means of a strip threaded 
through both carbons and: hood. Simply interleave 
your copy and letterhead with the carbons in this 
pack. When you insert the set into your machine, 
the hood keeps your pages aligned and prevents 
wrinkling. If you must erase, pull out the strip 
threaded through the top of the hood. 





hand notebook. Another has designed a box with a 
special cover that allows you to align you carbons 
and copy sheets as you make up your pack if you use 
the box cover as a collating tray. 


Rainbow colors are available in carbon paper— 
perhaps colored carbons might be an interesting touch 
for a special sales bulletin. Some manufacturers make 
carbon paper in a great many colors besides the con- 
ventional blacks and blues, In fact, a few have a verit- 
able rainbow of colors—even including pure-white 
carbon paper for typing on colored stock. 

The next time you are planning to order carbon 
paper, decide on the special features that will be most 
advantageous to you in your work, Sometimes these 
special carbons cost a little more, but they will save 
you many hours of work and will help you turn out 
more attractive copies, 











The box designed by Manifold Supplies Company 
for its Panama-Beaver Carbons does double duty 
as a copyholder for your shorthand notebook or 
other material you wish to copy. 

















Kee Lox has developed a “Kopy Aligner” box that 
can be used as a collating tray. It is designed so 
that your carbon and copy sheets will align perfect- 
ly as you make up your pack. The carbon paper 
itself has a cut corner and an extended uncoated 
edge at the bottom of the sheet for quick, clean 
removal of carbon sheets. 


TODAY’S SECRETARY @ January, 1955 19 








words 





Can be Teasers 


BY E. LILLIAN HUTCHINSON 








WANTED—SINGULARS 


What are the singular forms of the following 


plural nouns? 


1. parentheses 

2. teeth 

3. passers-by 

4. notaries public 
5. p.m.’s 

6. flies 

7. athletics 

8. Bros. 


9. halves 


10. tarifts 





RESPELL THESE NAMES 

Respell, according to standard spellings, these 
clever names that manufacturers have devised 
for their products. 


l. Ry-Krisp Crackers 

2. Spic and Span Cleanser 
3. My-T-Fine Pudding Mix 
4. Cut-Rite Waxed Paper 
5. Minit-Rub 

6. Fiberglas 


7. Pepomint Lifesavers 
8. Sunkist Oranges 

9. Korn Kurls 

10. Firmbilt Mattress 


MATCH-MATES 


Match each word in the first column with a word 
appearing in the second column that has the 
same meaning. 


l. remuneration a. inter 

2. undue b. congratulations 
3. accelerate c. Wealthy 

4. cryptic d. speed up 

a. deplete e. excessive 

6. felicitations t. classification 

7. apathy g. indifference 

8. category h. pay 

9. opulent i. exhaust 
10. surmise j. mysterious 





FROM PASSIVE TO ACTIVE 


Convert the passive verbs in these sentences 
into active form. Example: A good time was had 
by everyone. Everyone had a good time. 


1. XYZ Carbons are preferred by expert typists. 


lo 


That same mistake has been made by many book- 
keepers. 

3. Mary was elected president of her Club. 

t. IT was made ill by eating too much candy. 

5. I have been promised an increase in salary. 


6. A speeding car was seen coming directly toward 
us. 


7. Instructions were followed to the letter. 
8. The chairman was given a rising vote of thanks. 
9. Next, a solo will be sung by Miss Curtis. 


10. Tardy members were marked late by the teacher. 





QUOTE IT RIGHT 
Are the following extracts from familiar expres- 
sions accurately quoted? 


1. Mr. Lewis is an excellent choice for the delicate 
mission, for he is “to the manor born.” 


2. The cashier's theft proves that “money is the root 
of all evil.” 
3. With Thomas Jefferson, we believe that “life, lib- 


erty, and happiness” are the right of every citizen. 

4. I cannot divulge the facts, for it’s “ask me no ques- 
tions and I'll tell you no lies,” you know. 

5. My vacation was spent in the north woods, “far 
from the maddening crowd.” 

6. She found, to her sorrow, that “all that glistens is 
not gold.” 


(Key to teasers, on page 51) 
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HOW TO 


Deliver Money 


- - - A Million Dollars or Fifty Cents 


BY HAZEL PAULSON 


OAN is a girl very much like you and me—the smart- 
J est secretary on the block, according to her boss. 
So she knew Mr. Roy (that’s her boss) wasn’t being 
deliberately difficult when he threw mysterious finan- 
cial terms at her. She’d just spoiled him to the point 
where he thought that she knew everything about 
practically anything, and now she couldn't bear to 
disillusion him. After all, he was the only man she 
knew who assumed she understood the difference be- 
tween a certified check, a cashier's check, a draft, and 
a letter of credit. 

Finally, the day came when she was unable to face 
her deception any longer. Besides, she’d become down- 
right curious. And, being a logical girl, she hied herself 
to the nearest bank, which was also her boss’s bank. 
There she talked to the Treasurer, who was very kind 
and helpful. 

Joan explained to the treasurer that, since she had 
been working for Mr. Roy, she had discovered that 
she knew very little about how businessmen get 
money delivered, and she'd like to know more about it. 
They had quite a discussion, and she made notes of the 
conversation. Since it isn’t every secretary who can 
find time to tootle off to talk to bank treasurers, | 
thought you might be interested in a copy of her 
notes. So here they are: 


What is the most usual way for businessmen to 
get money delivered? 


Money is usually delivered by check, either a per- 
sonal check or a company check. These checks are 
simply a depositor’s written order instructing his 
bank to pay money from his account to anyone he 
may specify. 


Would any written order to the bank serve as 
well as a check? 





Yes, if it contained the proper information and was 
properly signed. The printed check forms used today 
evolved over a period of time for the convenience 
and safety of the customer and the bank. 


The other day, Mr. Roy asked me to bring his 
personal check to the bank and have it certified. He 
was sending the check to his stockbroker. What is a 
certified check? Why didn’t he just send his per- 
sonal check to the stockbroker? 


A certified check is an individual’s personal check 
that the bank certifies. When the bank certifies a check, 
they guarantee that the signature of the person who 
wrote the check is genuine and that sufficient funds 
are available to pay the check. Once a bank certifies 
your check, it is responsible for payment. For this 
reason, money is immediately deducted from the ac- 
count of the person who wrote the check and you can- 
not put a stop payment on the check. Because of these 
extra safeguards, certified checks are more acceptable 
than personal checks in some Jegal transactions and in 
some business dealings, such as stock-exchange deal- 
ings, real estate bids, and bids to Government, state, 
and municipalities. 


You said a person can’t put a stop payment on a 
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certified check. What should you do if the check 
were lost? 


You should be very careful in your handling of any 
check—handle it as you would cash, But you should 
be particularly careful with certified checks. Since 
vou cannot put a stop payment on this check if it is 
lost or destroyed, your boss would have to post a 
bond to the bank, generally for double the value of the 
check before we could replace it. This naturally in- 
volves some trouble and expense. 

If Mr. Roy had a check certified and then decided 
not to use it, he wouldn’t destroy it or mark it “Void” 
and put it with his cancelled checks. He would mark 
on the back of it, “Not used for purpose intended,” 
endorse it, and deposit it to his account again. 


That's because money is immediately drawn 
from his account to cover the check, isn’t it? 


That’s right. And that’s one time a withdrawal might 
show on a bank statement before the cancelled check 
was returned. 


What would Mr. Roy do if he were out of town 
and he needed to get a certified check for some 
reason? He couldn't get his personal check certi- 
fied except at his own bank, could he? 


No. But he could arrange to buy a cashier's check. 
These are also called official checks, teller’s checks, or 
treasurers checks, and they serve the same purpose 
that a certified check would serve. They would be just 
as acceptable in the legal and business transactions 
we mentioned before. 


How could that be? 


Well, the cashier's check is the bank’s own check, 
and the bank is obligated to pay the rightful holder 
of the check. A cashier's check will not be returned 
for insufficient funds, and you cannot stop payment 
on it. Depositors, or anyone known to the bank, can 
buy a cashier's check from that bank for the value of 
the check plus a nominal handling fee. You would take 
the same precautions in handling a cashier’s check that 
you'd take with a certified check. If it were lost or 
destroyed, it couldn’t be replaced until a bond had 
been posted for double the value of the check. 


Why is that? 


It’s for the protection of the bank. Remember, it is 
the bank’s obligation to pay a cashier’s check or a cer- 


tified check. 


Mr. Roy received a registered check the other 
day in payment for some merchandise we'd sent 
out. Is that anything like a cashier’s check or a 
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certified check? Or is a registered check different? 


A registered check is like a cashier’s check in that 
it can be purchased at any bank, whether you have an 
account there or not. But it works more like a personal 
check than a cashier’s check. You can put a stop pay- 
ment on a registered check, just as you'd put a stop 
payment on a personal check. However, a registered 
check will never be returned marked “Insufficient 
Funds” because you pay the value of the check when 
you buy it. Generally, you'd purchase a_ registered 
check if you wished to pay by check instead of with 
cash and you had no checking account. 




















































Then a registered check is something like a 


postal money order, isn’t it, except I purchase the 
check at the bank and the postal money order at 
the post office? 


Not exactly. You can purchase one registered check 
in any amount you wish, and the handling fee remains 
about the same. However, the largest amount on any 
single postal money order is $100. If you wanted $235 
delivered by postal money order, you'd have to pur- 
chase three money orders, two for $100 and one for 
$35. The three postal money orders would cost more 
than a registered check, too. If you were near an 
American Express office, rather than a post office, you 
could also buy money orders from them. 


Could I put a stop payment on a money order? 


No, you couldn't. However, if the money order were 
lost, it would be replaced. When you purchase 4 
domestic money order, you will be given both a re 
ceipt and the money order, You mail the money order 









i=) 


he 





and keep the receipt. It is important to keep the re- 
ceipt in a safe place because you would need it if 
the original money order were lost. 


There are foreign postal money orders too, 
aren't there? It seems to me that Mary Ann (she’s 
a friend of mine) sends her mother in Ireland 
postal money orders. 


She may have. Nowadays, though, when you pur- 
chase a postal money order to go to a foreign country, 
you are given only the receipt. The post office itself 
sends out the money order for you to the payee in the 


foreign country. 


Will a money order receipt serve as a receipt for 
payment, like a cancelled check? 


No, it’s a good idea to ask anyone to whom you 
send a money order to send you a receipt. Your money 
order receipt simply shows you purchased the money 
order. It's not proof you mailed it, nor proof that the 
other person received it. 


Doesnt Western Union send money orders too? 


Yes, and it’s a good way to get money delivered 
in a great hurry. It’s more expensive than checks or 
postal money orders. However. you do get speed of 
delivery. Charges for this service are based on the 
amount of money telegraphed and the distance it 
must go. Western Union will also cable money abroad. 


When Mr. Roy wanted money sent abroad to pay 
for some glassware he wished to purchase in Italy, 
he came to see you. He didn’t cable the money. 


That’s right. He came to see us and arranged to 
pay for the glassware with a bank draft. He gave us 
his check to cover the amount of the purchase, and 
we gave him a draft drawn on an Italian bank. Mr. 
Roy mailed the draft to the manufacturer in Italy. 


Pm mixed up, I thought drafts were sent with a 
bill of lading to make sure you get paid for mer- 
chandise you have shipped. 


The kind of draft you are talking about is some- 
times used in large business transactions as C.O.D.’s 
are used in individual transactions. They are used 
Where there is some question of the buyer’s ability 
to pay for merchandise he has ordered, and the seller 
Wishes to retain title to (or ownership of) that mer- 
chandise until he knows he'll be paid. 

For example, Mr. Roy might receive an unusually 
large order for glassware from a small store in Boston. 
Ordinarily, the store owner orders only a few dozen 
sets of various patterns, but this time he has almost 
tripled his usual order, Mr. Roy doesn’t know whether 
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the Boston store owner can pay for all this glassware. 
So he has you send the bill of lading for the glass- 
ware to the store owner’s Boston bank, accompanied 
by a draft against the store owner’s bank account. 

When the Boston bank receives the draft and the 
bill of lading, it calls its customer, the store owner. 
If the store owner honors the draft against his account, 
he receives the bill of lading from his bank and he can 
then claim the glassware. If he doesn’t honor the draft 
(or if he can’t because he doesn’t have sufficient 
funds), Mr. Roy retains title to the glassware. 

That kind of draft is drawn by one person on the 
funds of another. A bank draft is used by a bank to 
draw on its own funds in another bank. A bank never 
draws a draft against another bank unless it has funds 
on deposit with that other bank or has a correspondent 
relationship with it. Is that clear? 


Yes. But I have another question now. Mr. Roy 
said to remind him to make arrangements for his 
letter of credit soon. What's a letter of credit? 


Mr. Roy must be planning to go abroad if he’s pur- 


chasing a letter of credit. 
He is, he’s leaving next month. 


Well, a letter of credit is one of the safest ways 
he can “carry” money abroad. It’s almost like taking 
his own bank with him. For a letter of credit is good 
in any free country in the world. When we sell Mr. 
Roy his letter of credit in the amount he plans to 
spend while he’s abroad, it’s as though we opened 
an account for him with a number of banks. 

We'll give him the names of banks in places he 
plans to visit, who will honor his letter of credit. He 
can go into those banks and draw money against the 
letter of credit, just as he comes to us and draws 
money from his account here. 

Each time he makes a withdrawal against the let- 
ter of credit, it will be recorded on a page for that 
purpose, just as we record withdrawals on his account. 
The letter of credit is good until the funds it provides 
for are used up. Any balance left over will be refunded 
when he returns. 

He may also want letters of introduction to banks 
abroad to help him expedite his business there. 


But I thought people took travelers checks when 
traveling! 

They can, and Mr. Roy will probably take some too. 
A travelers check would be the only kind of check he 
could have cashed in a place where he was not known. 
And it is the only kind of check that you can safely 


cash for a stranger. 


You mean it’s not safe to cash certified checks or 






































cashier’s checks for people | don’t know? They 
seem safe enough. 


That idea has caused a lot of people trouble. But, 
as I said before, the only kind of check you are safe in 
cashing for a stranger is a travelers check. Let me 
show you one. There, you see the two places on it for 
a signature? When Mr. Roy purchases his travelers 
checks from us, he'll sign them in the upper left-hand 
corner, in the presence of the person who sells him the 
checks. When he wants to cash one of the checks, he'll 
write in the name of the person who is cashing the 
check, in the presence of that person, and sign his 
name in the lower left-hand corner. This counter- 
signature in the lower left-hand corner is the only 
identification required to cash a travelers check. How- 
ever, you wouldn't cash a travelers check unless it was 
signed in your presence. 

A travelers check is as negotiable as cash almost 
anywhere in the world; but, unlike cash, the value of 
these checks will be replaced if they are lost. stolen, 
$10, $20, $50. and 
$100 denominations, and you purchase them for a 


or destroyed. They are issued 


small fee from almost any bank or from any recognized 
selling agent of the American Express Company. Most 
banks sell travelers checks—those issued by American 
Express Company, or‘those issued by the National City 
Bank of New York and by the Bank of America. 


Mr. Roy gave me the morning off because we 
had to work late twice last week, but I see Pll have 
to leave soon if ?'m to have lunch before I go to the 
office. Is there anything else | should know about 
getting money delivered? 


I can't think of much élse, offhand. These ways 
we've mentioned are those most frequently used to 
deliver money in business. There are others, of course. 





Actual cash is sometimes delivered by registered mail 
or by special bonded messenger, but this would not be 
a usual occurrence. 

did forget to mention that there are commercial 
firms that specialize in a form of domestic letters of 
credit. Generally, these are used by large firms who 
have a number of salesmen on the road. This type of 
letter of credit permits the salesmen to draw a certain 
amount of money at stated times during the month 
or week. 

Commercial credit cards are also used by many 
businessmen and salesmen who travel a lot in the 
same area. These credit cards are good at certain 
hotels. gas stations, and restaurants throughout the 
United States. A credit card serves to identify your sig- 
nature, and you just sign the bill in those places that 
have issued you a credit card. Then they bill you or 
your firm at the end of the month. 


It’s something like a charge account in a store 
then? 


That's right. 
Is there anything else I ought to know? 


Well, as a good secretary, the main thing you should 
remember about the delivery of money is to call your 
boss's bank if you have a question. 


That’s what I’ve done. 


I'm very glad you did. Strangely enough, people 
dont use the services of their bank nearly so often 
as they should. One of the biggest headaches bankers 
have is the customer (or his secretary ) who calls after 
it’s too late to help or offer advice. It’s our business 

know the answers to financial questions, and we 
actually appreciate such calls! After all, it’s a free 
service, so you should use it whenever necessary. 
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Smoke rings whisk across this pretty 


McKettrick dress. Made of Magic Crepe, with 


a dickey of softly shimmering satin, it 

will go stylishly into spring. In navy, 

red, or gray. Sizes 10 to 20. $17.95. 

At Stern’s, New York; B. F. Dewees, 
Philadelphia; Halle Brothers Co., Cleveland; 
Scruggs Vandervoort Barney, St. Louis; 


and Desmond’s, Los Angeles. 











Why. 


oPICE 


for the same old 


] 


new blouses 





to liven up 


your winter 





wardrobe 








Classic casualness is handled beautifully by 


Ship ’n Shore in this fly-front shirt. Made of Wamsutta Pima 
combed broadcloth, it features a button-down collar, French 
cuffs, yoke back. In wonderful striped color combinations: 
apricot and charcoal, raspberry with brown or black, 

navy, red, or brown with white. Sizes 30 to 38. $3.98. 

At Stern’s, New York; Carson Pirie Scott, Chicago; 

Dayton Company, Minneapolis. 


Famous-Barr, St. Louis: 














gay gaucho shirt by Lampl is made of Tebilized 


cotton broadcloth and has interesting flange 
treatment on bodice. French cuffs, and deeply 
pointed convertible collar. In pink, blue, navy, 
white, maize, red, lilac, turquoise, apricot. Sizes 
30 to 36. $4.95. At Bloomingdale’s, New York: 
Jelleff's, Washington; J. L.. Hudson, Detroit. 


A simple but elegantly tailored cotton broadcloth blouse by 
Rhoda Lee is the perfect foil for long ropes of beads. 

Slightly tapered sleeves are adorned at cuffs with the same tiny 
buttons that fasten front of blouse. In white, pink, blue, 
apricot, and black. Sizes 32 to 38. $3.98. At Abraham & Straus. 
Brooklyn, N. Y.: R. H. White & Co., Boston; The Fair, 


and Broadway Department Store, Los Angeles. 


Chicago: 


This crisp little-boy shirt with rounded collar is a 

Melanie Modes design done in Sanforized baby-checked 
gingham. In pink, blue, gray, lilac, avocado, gold, or 
navy. Sizes 32 to 38. $1.98. At Ohrbach’s, New York; 


Jordan Marsh Co., Boston; Goldsmith's, Cincinnati. 


Judy Bond's softly styled blouse is made of 
shimmering linen-like silk and orlon. Braided 
“necklace” has pert string bow, which is repeated 
in bow ties on sloped sleeves. Sizes 32 to 38 

In charcoal, brown, coral, white, orange, blue. 
lilac, pink. $5.98. At Lord & Taylor, New York; 
Marshall Field, Chicago; Macy’s, San Francisco. 





~ 








Hell Meet You at 5:15! 


~ OU RE FEELING rather drab 
yY on an equally drab day. Your 
hair isn't doing the things it should, 
youve just popped a run, and 
you've got ink stains all over your 
hands and don’t care because you'll 
be running off another stencil! this 
afternoon and will probably only 
get inkier. Then the phone rings. 

Miraculously, it is Ted—wonder- 
ful, special Ted—and he announces 
that he has a short leave and, 
equally miraculously, he has tickets 
for the top show in town and wants 
you to meet him for dinner. “I'll 
see you downstairs at 5:15,” he fin- 
ishes. Deliriously you gulp an ex- 
cited “yes.” But, after you hang up 
the phone, you take a look at your 
grimy hands and your ruined stock- 
ings, and remember the straggles 
your hair is in. 

But, if you're a clever secretary, 
the picture isn't so dim. You're pre- 
pared for ‘these emergencies. 
Tucked away in your desk drawer 
or locker is a small arsenal of beau- 
ty-in-a-hurry aids that will soon 
have you neat and sparkling again. 

Youll need a wide variety of 
weapons, depending on the dam- 
age youve done to your appear- 
ance during the day and _ the 
amount of free time you have be- 
tween that exciting call and the mo- 
ment you are to meet him. Since 
you want to be prepared for any 
emergency, here’s a list of items 
youll want to have on hand: 

Spot remover 

Clothes brush 

Suede brush 

Hand cleanser that will remove 

ink or hectograph stains 


Nail polish in a go-with-most- 
things shade 

Nail polish remover (if you 
haven't the right shade _ to 
touch up last-minute chips, it’s 
smarter to remove polish en- 
tirely ) 

Colorless nail polish to stop runs 
before they go too far 

Nail file . 

Quilted squares (for 
manicures and quickie face 
cleansing ) 

Cleansing tissues 

Hand lotion 

Bobby pins 

Medium-stiff, natural-bristle hair 
brush 


cotton 


Quick wave set (cologne can be 
substituted here—it makes a 
good, fast setting agent for 
stray ends ) 

Toothbrush and tooth paste 

Mouth wash (remember the day 
the girls all went out for that 
Italian dinner! ) 

Mild soap 

Towel 

Deodorant 

Facial cleansing lotion 

Skin freshener 

Blemish coverup—stick types are 
convenient 

Foundation lotion 

Evelash curler 

Mascara 

Eyebrow pencil 

Extra pair of stockings 

Pretty hankie 

Clean white gloves 

Fresh-looking artificial flower 

Perfume 

All this and more can be stashed 

away neatly in a desk drawer. We 
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BY HELEN WHITCOMB 


suggest that you fix up one drawer 
just for your beauty needs. Line it 
with gay plaid plastic or one of the 
new wipe-off shelf papers—then 
you can easily clean up any spills. 

Ted will be waiting downstairs 
at 5:15. You had better get busy. 
If youre worried about a few back- 
of-the-neck stragglers, perhaps you 
can pin-curl them inconspicuously 
under longer hair. It isn’t wise to 
let any bobby pins show—you have 
a job you want to keep, you know, 
and’ there’s nothing bosses hate 
more than pin curls in the office. A 
good brushing will usually whisk 
stray ends into place and make 
them stay in place longer. If the 
weather is damp, you might spray 
on one of the hair preparations that 
is designed to save your curls de- 
spite the humidity. 

As 5:00 approaches, you make 
a quick dash for the ladies’ room 
and get busy. Because you had an 
extra pair of stockings in your desk, 
you can change your run-bedrag- 
gled pair for fresh hose. Hand 
cleanser will remove the ink stains, 
and you'll feel much better already. 

After a quick check of your nails, 
you can start on your face. A clean 
face is, of course, the first require- 
ment for a pretty face. One of the 
new liquid cleansing products will 
do a speedy and thorough job. 
After you tissue it off, apply your 
foundation lotion (and blemish- 
stick coverup if there’s a blemish 
you want to, hide). And because 
you want your make-up to last all 
evening, do an extra-special pow- 
dering job. Using a fresh puff or 
one ¢f the cotton squares, gently 





























«* *** 


If your desk drawer contains the beauty-in-a-hurry essentials, 
you 1] he 


press powder into vour skin. Light- 
ly brush off any excess. Dry your 
lips thoroughly and apply lipstick. 
Let it set for a few moments while 
you give your lashes an upsweep 
with a curler: then blot your lips. 

If you still have a few moments 
and you want your complexion to 
have a soft. luminous glow that he'll 
dream about while he’s away. tr 
this trick that ant 
screen stars use. 


stage and 
After your make- 
up ’ ] ‘ > 

P Is complete—even to the final 


many 


ready for any special occasion at short notice. 


dusting with powder—moisten a 
cotton square with skin freshener 
and wring it out until it is almost 
dry. Then pat lightly all over your 
face. Allow to dry naturally—don't 
blot, or you'll remove the sheen 
youre trying to achieve. 

A quick shoe brushing (paper 
towels do a passable job of clean- 
ing suede shoes when you have no 
brush), another hand scrubbing, a 
dash of cologne, and you're ready. 
Pick up your fresh white gloves 
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Photo courtesy of TONI’S Deep Magic Cleansing Lotion 


and, as you ring for the elevator, 
pin on the pretty bright rose you 
keep on hand for festive occasions 
like this, when just a bit of extra 
glamour is needed. It’s 5:14% and 
you're sparkling from top to toe. 

As you see Ted standing there 
and watch his eyes light up as he 
catches his first glimpse of you, you 
can thank your beauty drawer that 
you present a far different picture 
from the girl on the other end of 
the line when Ted telephoned. 
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Assure professional 


staying power 





with this new addition to the 


Gregg Dictation Record Series 


sustained 
dictation 
records 


A series of six 10-inch, 78 rpm records: 


1-4 Business letters keyed to Previewed 
Dictation by Zoubek 


5-6 Congressional Record Material 


Speeds are graded from 90 to 140 wam 
with a 10-wam-rate increase between each 
record. 


Provides 5-minute dictation for classroom 
teaching and testing. 


Ideal for home-study speed practice. 


Set of six: $12.00 net, plus postage, includ- 
ing album. 


Individual records: $2.00 net, plus postage. 
Write your nearest Gregg office 
Gregg Publishing Division 


McGraw-Hill Book Company, Inc. 
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New York 36,330W.42ndSt. Chicago 6, 111 N. Canal St. 
San Francisco 4, 68 Post St. Dollias 2, 501 Elm St. 
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MAHLER'S, INC, Dept. 85-A = PROVIDENCE 15, R I. 














Palo Alto, CaKifornia. 


What is your a Fo nae 


NOW you need travel no farther than your 
mail box to take a reliable adult intelligence 
test. Complete instructions, confidential report. 
Only $2.00 total fee. KNOW YOURSELF! 
University Test Bureau, Desk D, Box 401, 











An album for 
your Achievement 
Certificates 


Just as a picture album enhances and 
preserves your favorite photographs, so 
the Gregg Achievement Record Album pro- 
tects and displays your valued certificates 
of achievement. You can mount your cer- 
tificates for shorthand typewriting, and 
bookkeeping. Once you have an Album, 
it is permanent evidence of your success 
and achievement. 

Order yours today from the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street, New York 36, N. Y. One costs 25 
cents; a dozen only $2.50. 
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Gaily and Frankly Sentimental, this 
Two-Hearts-As-One pin with match- 
ing earrings. Graceful hearts are an 
original and exclusive design. Hand 
wrought in finest sterling silver, to 
last a lifetime. Pin is 1% inches long; 
has safety catch. Earrings are about 
% inch high, and have screw type 
back. Pin or earrings specially priced 
at only $2.50 each, or $4.50 for the 
set, postpaid, tax included. Write 
Silver Craft, Dept. TS-10, P.O. Box 
106, New York 36. 


Nutcracker Sweet. This adorable 
wooden squirrel makes quick work of 
cracking nuts. Beautifully hand-carved 
by a famous craftsman in the Val 
Gardena section of Italy, he is made 
of strong, lightweight maple wood. 
He’s about eight inches long and comes 
in brown, natural-wood finish, $1.95, 
postpaid. Anthony Jones, Box 405, 
Starkville, Mississippi. 


Initial Impression. It’s a fob—it’s a 
bracelet—it’s the most versatile piece 
of jewelry you can own! The large, 
three-dimensional initial on a massive 
chain is equally smart on your belt or 
your arm. Beautifully finished in gold- 
plated metal. The initial may be de- 
tached to be used alone in any number 
of inspired ways. Specify initial de- 
sired, $1.95, including tax and postage, 
from Dunton’s of Dallas, P. O. Box 
7091, Dallas 9. 


Bird Bait. You'll have flocks of fine- 
feathered friends around if you attract 
them with this pretty bird feeder. 
Made of redwood, it comes with han- 
dle for hanging outside your window 
or in a tree. Glass chimney holds one 
pound of seed, keeping it dry and 
providing an automatic flow of feed. 
Ten inches high. $3.49, postpaid. All 
States Sales Company, Dept. EM-105, 
2623 Love Field Drive, Dallas 19. 


Half Cup. Surprise that guest who 
asks tor “Just a half cup, please” by 
taking him literally. Present him with 
this full-size coffee cup cut in half. 
Made of top-quality ceramic ware, it 
comes with four appropriate slogans, 
in four smart decorator colors: White, 
“Here's your half cup”; chartreuse, 
“Here’s what you ordered”; yellow, 
“Just as requested”; blue, “You asked 
for it.” Fun to own, fun to give. Only 
$1.25 each (4 for $4), postpaid. The 
Wilson Company, Dept. C—TS, Box 
415, Santa Ana, California. 
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Dots for Dash. Sprightly woven dots 
glow with a silky sheen to give this 
new boy blouse its dashing, festive air. 
Made of Tebilized Chromspun, it is 
both washable and 
The collar is softly rounded, the long 
sleeves boast French cuffs. It’s 
vf those classics you'll practically live 
in because it’s so perfect with so many 
outfits, because it’s so perfectly flat- 
tering. Sizes 10-16. In eggshell only. 
$5.95, postpaid, from Glad Rags Dress 
Shop, Dept. TS-1, 90 East End Ave- 
nue, New York City. 


crease-resistant! 


one 





Ski Stripes. Meet winter’s worst 
weather with flying colors in either of 
these snug, smart, all-wool ski caps. 
Short pony-tail style keeps its shape 
on a comfortable bandeai 
in gray, forest green, or red with white 
stripes and tassel. The stocking cap- 
long enough to wrap ‘round and ‘round 


and comes 


a pretty neck—in solid white or white 
with navy or red trim. $2.95 each, 
postpaid, from Charmand’s, 4353 


Lovers Lane, Dallas 25. 


Not on the Cuff. This cuff link has 
gone mad—and most attractively so. 
Instead of two on your cuffs, wear 
one cuff link on a sophisticated mesh 
bracelet. Cuff-link bracelet comes in 
two styles—one with half-ball cuff link 
and matching ball dangle at end of 
bracelet. Other version has _ smart 
opaque cuff link. With these 
versatile bracelets, you can even do 
switch-about tricks and use your own 
favorite cuff links. In 18-karat gold 
plate or silver plate. Each $3.95, in- 
cluding tax and postage. Aimée Lee, 
Room 906, 545 Fifth New 
York. 


stone 


Avenue, 


Extra Shelf 


who love the 


in the Car. For those 


convenience of extra 
here's one for the car. The 
new Auto Handi-Shelf is a convenient 
spring-clip holder for maps, papers, 
keys, practically any- 
thing you might want to keep at arm’s 
reach as you drive to work. As you 
Handi-Shelf is 
hidden by the visor and mounts on the 
windshield molding. It fits any car. 
Made of U.S. Rubber’s “Royalite.” 
Leatherette finish in blue, green, gray, 
or ivory. Money-back guarantee. $1, 
postpaid. Write Jackson Sales Co., 914 
West Hubbard, Dept. 114, Chicago 22. 


shels Cs, 


sunglasses—or 


see, the completely 


Wonderful Thank-You. These king 


Ting Chinese almond cakes make a 
welcome hostess gift when you go 
New Year’s calling. And they have a 


Made strictly 
in accordance with the authentic rec- 
ipe that has been used in China tor 
hundreds of these cookies are 
delightfully crunchy and delicious. A 
comes pat kaged in 
$1.65. 
Church 


Hav or bey ond compare 


years, 


pound (21 cakes 
a beautiful cookie can _ for 
Cathay Industries, Inc., 30 
Street, New York 7. 
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with one simple wiping! 





Now in seconds, sanitize and deodorize your office 
and home phones with magic tel-O-cide pads. Jar of 


100 disposable pads 


insures telephone hygiene for as 


little as one cent per application 


1 


carton of 12 jars 


tw 


six dozen or over 


G 


2703 W. Huntingdon St. 


Order tel-O-cide direct today .. . 

$ 1.39 per jar 
$15.00 per dozen 
$13.80 per dozen 
$12.00 per dozen 


to 11 jars 
© dozen jars 


Dealer inquiries invited 


ENERAL SCIENTIFIC EQUIPMENT CO. 
Philadelphia 32, Pa. 

















FOR REAL JOB SECURITY— 
GET AN 1.C.S. DIPLOMA! 


You «study your own exact needs in 
your spare time, at your own pace. No 
interference with work or social life 
| C § 1.C.S. is the oldest and largest school 
c« . * 277 courses. Business, industrial, en- 
gineering, academic, high school. One 
for you. Direct, job related. Bedrock 
facts and theory plus practical appli- 
cation. Complete lesson and answer 
service No scrimping Diploma to 
graduates. Write for 3 free books— 
How to Succeed’’ gold mine plus Ca- 
reer Catalog plus free sample lesson 
(Mention field of training desired.) 


INTERNATIONAL CORRESPONDENCE 
Box 81860N, Scranton 9, Penna. 
WRITE TODAY. 


SCHOOLS 








SAVE $116. 66 ON TYPING ENERGY, 
. stationery, ribbons, stencils, carbes 
EVERY 8 wriente fe offset masters, typewriter 
repairs, etc. Send today for PLATEN PEP — guaranteed to 
SAVE $116.66. TEST it in your office for 7 days — before 
you pay. Complete cost only $1, plus postage, sales tax. 
PLATEN PEP is indispensable between inspection service, 
etc. Used by many firms. Obtained only from us. We have 
no agents. NO OBLIGATION IF PLATEN PEP IS RETURNED. 
Jésted 15115 LANNING AVENUE 
propucts co, DIV AA LAKEWOOD 7, OHIO 











$70 Week GUARANTEED © Home * Spare Time 














Many firms pay you 


30 days! Spare or full time 
CONCEPT. Complete instructions 
Office and Mail Bookkeeping. Step-by 
step forms 
Practice! Success revealing book. Write 


Shortcut PUBLIC BOOKKEEPING 








Learn how to 


MAKE MONEY AT HOME 


ADDRESSING ENVELOPES FOR ADVERTISERS 
Use typewriter or plain handwriting. 
GOOD PAY, full or spare time, if you 


know how. Mail $1 for Instruction 


Manual. Sterling, Dept. S-9, Great Neck, N. Y. 


MONEY BACK GUARANTEE. 











Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1954's 101 Othce Short 
Cuts’’—the most rollicking, comprehensive read 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver 
tising, general office, and newspaper fields. 98 
Real New Books, Box 1432-T, GPO, N. Y. I, NW. Y. 

















year after year 
for pleasant home work..Easy to learn 
No prior knowledge needed. Income in 
NEW 


Life-long clients. $$ Tax 


Auditax Systems, 106/5GM Pico. Los Angeles 64, Calif 
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PATTERNED FOR TODAY'S SECRETARY 


4970-—-A pretty flared skirt, plus a scoop neckline that lends itself to easy accessor- 
izing with jewelry or dickies, and you've a dress for any occasion. Try it in plaid 
taffeta. Sizes 11 to 15; 12 to 18; 50c. 


1977—Clever detailing in this blouse makes it as smart as (or smarter than) any 
you could purchase—and saves you half the price! Can be made with tiny cap sleeves, 
as shown, or with longer sleeves. Sizes 12 to 20; 35c. 


4975—This slender sheath skirt will please the girl with the lengthy stride. It’s de- 
signed with a center pleat and pleats at the side seams to give smartness plus walk- 
ing freedom. Sizes 24 to 36; 35ce. 


1965—First choice for an on-into-spring wardrobe is this fitted suit dress with fresh. 
white sailor-styled collar and cuffs. White touches can be made detachable. Sizes 12 
to 20; 50c. 


Simplicity Patterns are available at most variety and department stores. 
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OU CAN probably tell at a glance what 
, Premed are used to make most of 
the letters in this month’s artistic alpha- 
bet: the capital X over the capital O, with 
the fill the 
spaces between the lines. 


underscore used to in open 

Basically, it is a simple and neat form of 
typrinting (don't you like that typing— 
printing—typrinting! ). The complete small- 
letter alphabet that matches these capitals 
was shown in our issue of last February. 

The display above has two characters in 
which a hint of another idea is given: the 
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14 fae . 
7 an a 
oe fe GF GRRE GGe Se 
wa ma am «UOUlhCO 

motu uur 

au aa i 

wa i 
fF @eanuoge 
fs al GILTRE a 

Another Artyped Alphabet 


use of the small x and o, instead of the 
capitals, to “round off the corners” of 
the capital A and to “sharpen the angle” 
of the capital K. It might be a good idea 
to try “rounding off” the corners of some 
of the other letters, too. 

If you like your artyped lettering to be 
darker, try using capital M over W—it’s a 
combination that gives you almost solid 
black blocks; you'll notice if you try. 

This alphabet, incidentally, is one of 
the few in which you get a really satisfac- 


tory U, V, X, and Z. 















| 
| a I] oe 
L—_@— i ~ 
— lee-son 


Illustrated by JOHN PETERSON 











BY FAITH YINGLING KNOOP 


"SOME ENCHANTED EVENING." 
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I RESOLVE... 


to become as competent as earnest effort and study can make me 


... at least to make a try for some of the Gregg Awards .. . 


THAT A DELIGHTFULLY 

smug feeling it is to turn the 
first leaf of the New Year’s calen- 
dar and say, .” Even 
though some of your resolutions 
are broken’ and others get badly 
cracked, perhaps a few will be 
lived up to. 


“se resolve = 


If you are a secretary or a would- 
be secretary, this is a good time to 
resolve to be as competent as effort 
and study can make you. And, to 
that end, you can resolve to win 
the many Gregg awards offered 
for proficiency and skill in short- 
hand, typing, transcription, and 


bookkeeping. 
By Now, you probably know the 
requirements for the shorthand and 
typing awards, but the transcrip- 
tion and be okkeeping awards may 
be new to you. Tests for these 
awards are not published in To- 
DAYS SECRETARY—for obvious rea- 
sons, Your office supervisor—or your 


BY 
FLORENCE ELAINE 


ULRICH 


Director, Gregg Awards 


Department 


teacher, if you are a student—will 
find the transcription tests in Busi- 
ness Education World and _ the 
bookkeeping tests in Business 
Teacher. Both magazines are for 
teachers and office supervisors. If 
your supervisor is not already fa- 
miliar with these periodicals, an 
inquiry to me on company letter- 
head will bring a quick response. 
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THE BOOKKEEPING TESTS are de- 
signed to verify your efficiency 
in bookkeeping practice, and the 
awards will make a happy addition 
to your Achievement Record A\l- 
bum because they testify to all- 
around business skills. 
The certificates are issued, as fol- 
lows, as you advance in the learn- 
ing of bookkeeping theory: 
Bookkeeping Progress Award—I 
Bookkeeping Accomplishment 
Award—Il 

Bookkeeping Accomplishment 
Award—Ill 

Bookkeeping Accomplishment 
Award—IV 


THE TRANSCRIPTION SPEED TESTS are 
somewhat like the tests that you 
may be required to take when you 
apply for a position. Both certifi- 
cates and pins are issued when you 
pass these tests. 

The first transcription speed test 
consists of two letters of approxi- 
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mately 100 words each. They will 
be dictated to you at 80 words a 
minute. You will be required to 
transcribe the letters on the type- 
writer neatly and accurately at the 
rate of at least 15 words a minute 
in order to win the first certificate. 

You will be permitted to use an 
eraser and a dictionary while tran- 
scribing, but you must not seek any 
other help. 

The second test in this series con- 
sists of three letters of approximate- 
ly 100 words each to be dictated 
at 80 words a minute and _ tran- 


OGA 
SUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to geta 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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scribed at 18 or more words a min- 
ute. The third test consists of three 
80-word letters, also, but these let- 
ters must be transcribed with car- 
bons at the rate of 20 words or 
better. The fourth, or final test, con- 
sists of three letters to be dictated 
at 100 words a minute and tran- 
scribed at 25 words. 

When you have mounted all four 
of the transcribing certificates in 
your Achievement Record Album, 
you have earned the right to be 
called competent, and you have the 





One of the qualifications for each 
transcription award is that your let. 
ters must be mailable. This means 
that the letters must be neatly 
typed, correctly placed on the let. 
terhead or sheet of typing paper, 
be free from smudges resulting 
from bad erasures and without 
spelling errors and other errors in 
transcription, punctuation, or divi- 
sion of words. 

You will be required to hand in 
the kind of letters that could win 
you a job—letters that testify to 
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When I use the telephone 


this year-- 


1. 1 resolve to check and see that I have the correct 
number before dgf\ling. 


2. 1 resolve to know what I'm going to say before I dial. 


a 
. 
H 


resolve to identify myself immediately to the person 
at the other end of the wire. 


4. I resolve to speak directly into the transmitter. 

5. I resolve to speak clearly over the telephone. 

6. I resolve to smile while I,speak on the telephone. 

7. I resolve not to keep the,fellow waiting while I go on 
a s@pAch for answers to his questions. 

8. I resolve not to interupt my caller. 

9. I resolve to be polite to the other fellow--to say 


"Thank you" and "You're welcome." 


eo 
10. I resolve to apolgize to the wrong-number party instead 


of hanging up right away. 


ll. I resolve to give the other fellow a chance to answer 


his phone. 


12. I resolve to answer my telephone promptly. 














a 


When at my reception desk this year, I resolve: 


—To make every visitor glad he came. 


—To impress every visitor with the fact that I am 
glad to be of service to him. 


—To see that no visitor leaves without feeling that 
I have done all I could to help him. 


—To assure that no visitor feels, while waiting, 
that he has been forgotten. 


—To make every visitor feel that I have been wait- 
ing for his arrival. 


—To act always as a host or hostess to each visitor, 
extending him whatever hospitality I can. 


—To ask such routine questions as, “Do you have 
an appointment,” in a very cordial tone of voice. 


—To announce each visitor in words that convey 
the whole story and please him at the same time. 


—To provide no information about personnel or 
policies to any visitor. 

—To prevent my reception desk from being a per- 
sonal news exchange center. 


—To realize always that the impression the visitor 
gets of me may well be the first impression he 
gets of my firm. 


—To remember that often the best service I can 
give our executives is to protect them against 
unwanted visitors. 


[215 standard words 
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OAT 
JUNIOR 


Center these resolutions 

on a full sheet, correcting the mis- 
takes as indicated. To win an 
award. copies must be (1) neat (type 
clean and clear) and well 

placed, (2) without strikeovers or 
typographical errors, (3) properly 
indented throughout, (4) double 
spaced between paragraphs 

even in single-spaced material, 

and (5) correctly spelled 

and punctuated. 


Copy may be retyped as often 
as you wish. Then send us the best 
specimen that you type 





ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York). 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-werd 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 

Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Janu- 
ary copy is good as membership tests 
for OAT, CT (page 42). and OCGA 


awards until February 20, 1955. 











OAT 
SENIOR 


Senior candidates must 

submit the complete production proj- 
ect for January—the resolutions 
about the use of the telephone, 

given above as the Junior 

test copy. and the receptionist 
resolutions at the bottom of 

column 1. 


This second set of resolutions 

is to be typed in the same 

style as the Junior test—not in the 
form presented here. 


You may practice the material until 
your specimens represent 


your very best work. 
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BY KENNETH J. HANSEN 








Illustrated by BILL DRAKI 
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COMPETENT TYPIST TEST 


— 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





Words 


Jim had been hunting out on the fam- 
ily farm in Kansas. As he moved along 
in the soft blanket of snow, he felt a 
wave of happiness and contentment 
with life. What could be more wonder- 
ful than being seventeen years old, own- 
ing a faithful dog, a good gun, a warm 
hunting jacket, and having the eye- 
sight to shoot a rabbit more than thirty 
yards away? 

With these pleasant thoughts run- 
ning through his mind, Jim uncon- 
sciously put his left hand to his hip 
pocket. Yes, the rabbit was still there. 
In another few minutes he would be 
home, where he would then dress his 
prize. Jim had helped his grandfather 
clean many a rabbit when he was only 
a small boy. Now, of course, he could 
do it without any help. 

Jim was going to try something on 
this rabbit that he had never tried be- 
fore. That was why he was more en- 
thusiastic than ever. 

What special thing was Jim going to 
do with this rabbit? A local dealer in 
furs, skins, and hides had offered to pay 
a dollar for every rabbit skin that Jim 
could bring in. Being a very business- 
like young man, Jim quickly saw that 
he could make himself some pin money 
and have lots of fun at the same time. 

And now he was going through the 
yard and on to the woodshed, where he 
had prepared his knives and the essen- 
tials for stretching the rabbit skin. He 
had no more than started his task when 
his younger brother called him into the 
house to answer the telephone. As Jim 
put down his knife and rabbit, his dog 
Bun wag¢ged its tail as if glad the boy 
was leaving. 

His telephoning done, Jim rushed 
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Words 


back to finish cleaning the rabbit. But, 
when he reached the woodshed, no rab- 
bit was there. Neither was Bun. Jim 
could not believe it. Bun had never been 


316 
323 
331 
339 


disloyal to his master. Had the dog 34 
really stolen the rabbit and gone off to 355 
eat it? Jim looked in vain for tracks. 363 
The snow had been on the ground for 37 
several days, and the place was covered _ 37 
with the tracks of his three brothers 386 
and his parents, plus those of all the 3% 
barnyard animals. 397 

He would have to start looking some- 404 
where. However, he could not believe 412 
that Bun was the guilty party. He 419 
searched around three of the buildings 427 
out in the lot but found nothing. It was 435 
about time to milk the cows, so Jim de- 443 
cided he would get the milk pails and 450 
go to the big red barn. That would be 458 
the only place left to look for his dog 466 
and his rabbit. 470 

With a frown on his forehead, Jim 476 
started to circle the barn. As he reached 485 
the south side of the building, there 49 
lay the rabbit in the snow with Bun sw 
standing less than two feet. away. No, _ 508 
he was not eating it; he was guarding it. 516 

Jim knew at once what had hap- 52 
pened. While he was in the house talk- _ 530 
ing on the telephone, his young 336 
brother had moved the rabbit, to tease 54 
him—playing a prank was the young- 5il 
ster’s keenest delight. 556 

In a happy frame of mind once more, _ 563 
with greater love than ever in his heart 5 
for his dog, Jim carried the rabbit back 57 
to the woodshed and proceeded with 58 
his job. No matter that he would be late 5% 
in assisting with the milking; this was_ 603 
one dollar that was going to be well 6i0 
earned. 611 

(If necessary, repeat from the beginning to complete a ten-minute test-) 


Written especially for Gregg Awards candidates by Ethel Hart 
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Call Me “Champ” 
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How fast can you read shorthand? You ean probably speed through 


This material is counted in groups of twenty “standard 
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THE GIRL BESIDE THE BENCH 


(Continued from page 11) 





— 


and Betty Gorman there is a conspiracy to free the 
judge from everything except what only he can do. 
When the Judge makes an evening engagement. Betty 
notifies Mrs. Medina. Mrs. Medina does the same for 
appointments made from home. Keeping duplicate 
calendars, these two make sure the Judge’s schedule 
is accurate. 

When he leaves the chambers, Betty hands him a 
slip of paper on which is noted the exact address of 
his destination, including the room number if it is a 
large office building, the time he is due, and other 
precise information. She does this because she believes 
an essential part of being secretary to a man whose 
mind carries matters of great importance is to remove 
the burden of minor details. The Judge particularly 
appreciates this. 

Her phone-call routines are also planned for a busy 
man. She never gives him a message verbally or jots it 
down on a small piece of paper. She keeps a chronolog- 
ical record of each call, with date, time, message, 
action needed, and phone number to be used. The 
Judge checks each message after it has been attended 
to, and these pages eventually go into Betty's files for 
future reference. 


WHEN THE JUDGE KNOws that Betty is particularly busy, 
he won't buzz for her if he needs her to take dictation. 
Instead, he goes out to ask if she can please come in. 
When his secretary’s desk is already piled high, the 
buzzer isn’t used by this man who has said: “He who 
takes human relationships into consideration and treats 
employees with kindness, will receive in return the 
fullest measure—just as the Good Book says.” 

Such consideration works both ways—though the 
buzzer no longer does. Betty had the intercom system 
changed by taking out the button on her desk that she 
could have used to speak to him. She refuses such a 
device and the risk of disturbing him in the midst of 
writing an opinion or other complicated legal work. 
Far better, she believes, to enter quietly and wait if 
necessary for his convenience. 

Betty's job requires faultless etiquette in addressing 
official dignitaries. She must often meet and write to 
people with various titles, who should be addressed 
properly. She takes no chances. Tucked into her desk 
is a secretarial handbook, a tool she considers indis- 
pensable. , 


THe Jupce is Askep to make many speeches. During 
dictation, Betty hears them long before his audiences 
do. Many of these talks are destined to be reprinted 
in books and magazines as famous speeches and 
brilliant opinions, but Betty types them and places 
them on his desk without comment. Wisely, she knows 
he doesn’t want applause from her. 

Judge Medina appreciates this. “The way she does 
the work shows what it means to her, but she never 
says, “That's great stuff,’ or, ‘Here’s a fine phrase.’ And 
that’s good for me,” the Judge comments. “She’s the 
kind of person I like to have around. No soft soap. 
Natural and matter-of-fact. 

‘She doesn’t ask for praise, either, nor make a big 


thing out of a job she assumes should be well done,” 
he says of this girl whose eyes twinkle merrily when 
asked about the limelight into which she is inevitably 
thrust at times. Her picture with the Judge had been 
on television newsreels, but somehow she has never 
seen it. She has been mentioned in at least one biog- 
raphy of Judge Medina and didn’t know it until a 
friend called to suggest that she read a certain chap- 
ter of the book! 


DURING HIS CAREER, the Judge has had only three 
secretaries. His secretaries are so loyal to him that they 
remain on the job for many years. In appreciation, 
Judge Medina has a party for these three girls each 
vear. He invites them to a week end on the town. The 
three girls are put up at a New York hotel and have a 
gala schedule of events. Usually there is lunch at the 
St. Regis, an afternoon outing such as a ballgame, 
dinner at the Waldorf, evening at the theater, followed 
by a bit of night clubbing and dancing. “They have a 
wonderful time, but I’m usually exhausted,” the Judge 
said with a smile. 

Judge Medina, now Judge of the U.S. Court of Ap- 
peals for the Second Circuit, has presided at many 
big trials, but best known is that of the eleven Com- 
munist leaders, one of the longest and most turbulent 
trials in American history. Every day for nine months 
pickets paraded in front of the Court House, shouting 
insults and threats against the Judge, who was deter- 
mined that no personal consideration or physical weak- 
ness should interfere with a fair trial for the defend- 
ants or the administration of justice. 

Betty was just as determined, using every possible 
means to help him endure the long strain. The type- 
writer she used was a noiseless one. Nothing disturbed 
his short rest. A careful diet had been prescribed by his 
doctor; and each day Betty, wincing a little, followed 
those directions. Without variation, the lunch she had 
to order was lamb chops and spinach, until she felt 
sure he must eventually rebel. Characteristically, he 
never did. Without complaint, he yielded to the 
monotonous menu, the end being greater than the 
means. 

Judge Medina spoke later of this period in a speech 
that has been reprinted and quoted many times. Under 
the title, Someone Else on the Bench, he said, 

. when I presided over the prolonged, and at times 
riotous, trial of eleven Communist leaders . . . only a 
prayer behind the scenes helped me through the worst 
of the experience.” 


BETTY IS FAR TOO UNASSUMING to acknowledge she 
helped her country prove that Democracy extends 
justice to all. She had a job to do then as she has now, 
and she works quietly without affectation or pose. Of 
those days of ordeal, she says only that she was too 
busy to be frightened. But the man for whom she 
works remembers. He recognizes her share in his 
achievements by saying, “She was a tower of strength 
to me during the Communist trial.” 

Thus Judge Medina pays tribute to the girl beside 
the bench. 
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NEW TOUCHES 


for the new year 





Go glamorous with a chignon of curls to 
supplement your own short locks. Made 
of human hair, these chignons can be or- 
dered by mail if you send a small snip of 
vour hair. Color match of sample guar- 
anteed., Stvl above is $8.50, others start 
at $6.50. (For light blonde hair, there is 
an additional charge of $3.25 for match 
ing.) Write Fashion Hair Products, Dept. 
TS-1, 175 Fifth Avenue, New York 10. 





Something new at hosiery counters is 
Laurkwood’s fabulous Stocking X, a speé- 
cial type nylon stocking that stretches from 
child-size to your size! Fits smoother than 
vou'd dreamed possible, never binds or 
strains, beautifully sheer. $1.95 a pair. 





La Tausca has designed a smart gold 
circlet pin adorned with pearls and rhine- 
stones that lends itself to imaginative 
scarf tricks. Fun to wear as shown, with 
your scarf pulled through the center. 
Matching earrings can double as clips. 
Pin $5.50, earrings $3.25. 
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TESSIE ASKS EXPERTS 


(Continued from page 7) 





is loaded with easy words, such as “now 
is the time.” Or he can practice the body 
of a letter until he can write it very 
fluently and then type several copies of 
the letter, complete with inside address 
and closing, until he can produce the en- 
tire letter in the same length of time that 
he started with on the body. He should 
keep a record of his achievement, for 
trving to beat oneself is alwavs the best 
competition. 


e@ Tessie: Mrs. Kline, here’s a young 
man with a question for you. He writes, 
“Tam employed in the office of a lumber 
company, where I find it necessary to 
make out invoices. I have no difficulty in 
finding the amount of the purchase if the 
lumber is priced per linear foot, but I 
invariably become confused when I am 
working in board teet. How do vou find, 
for example, the number of board feet in 
a piece of lumber 6 inches x 6 inches x 9 
feet?” 

Kuine (business arithmetic): The use 
of cancellation will help make your prob- 
lems easier. The number of board feet in 
a piece of lumber 6 inches x 6 inches x 1 
foot is 3 board feet 

6 in. x 6 in 
12 in 


If the length of the piece is greater 


3 board ft 


than | foot, use the length as a factor 
above the line. Then your problem be- 
comes: 
6 in. x 6 in. x 9 ft 
12 in 


Now, let's calculate the price of one 


27 board ft 


order of lumber that might appear on 
your invoice. What is the cost of 30 pieces 
of lumber 2 inches x 4 inches x 16 feet 
at $30 per M (1000) board feet? 

Since the cost of 1,000 board feet is 
$30, the cost of 1 board foot is 1/1000 
of $30 or 3 cents, which is written as a 
factor above the line in the cancellation 
process. Thus we have: 

30 (pieces) x 2 in. x 4 in. x 16 ft. x 3¢ 


$9.60 
12 in. 


@ Tessie: Doctor Rosenberg, a young 
man writes that he lost his coat recently 
at a busy New York restaurant. The loss 
proved to be a mixup, and his coat was 
returned the next day. But he wonders if 
he would have been entitled to any com- 
pensation from the restaurant if the coat 
had not been returned. He says, “The res- 
taurant does not offer checking facilities 
for wraps, nor does it feature signs attest- 
ing that the management is not responsi- 
ble for the loss of personal property.” 

ROSENBERG (business law): Unless the 
restaurant can be shown to have been 
grossly negligent, and by their negligence 
to have contributed to the loss of the 
coat, they could not be held liable. A 
restaurant does not have to offer checking 
facilities for wraps, nor does it have to 
post signs in order to relieve itself of re- 
sponsibility in case of loss. 

Checking facilities and signs in many 
restaurants are added services offercd 
patrons. Legally, a mutual-bailment rela- 
tionship exists between patrons and own- 
er, requiring ordinary care. 
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BEAUTY BUYS 


for your desk drawer 


we 





When an annoying blemish appears, vou 
needn't let it spoil your appearance. Just 
camouflage it with Almay’s Soft-Tint. 
Soft-Tint is a creamy-smooth touch-up 
stick that quickly hides the blemish. For- 
mulated of ingredients that protect even 
supersensitive skins, it is available in four 
shades. Lipstick-sized tube costs $1.25, 
plus tax. 





a o » 


Coets are the wonderful little quilted 
squares that are especially convenient for 
office beauty sessions. You'll find them 
handy for manicures, for applying § skin 
freshener, foundation, etc. And they also 
make excellent powder pufts. Coets have 
been improved recently—they now have 
compressed. sides to make them more 
compact. Box of forty costs only 23 cents. 





Another good addition to your office cos- 
metic drawer is Pond’s Make-Up Mist. 
This is a tinted liquid foundation that 
possesses good covering power without 
creating any oily film. Make-Up Mist 
comes in a compact, nonbreakable plasti¢ 
squeeze bottle that holds as much as 4 
glass bottle twice its size. This no-spill 
vial can even be tucked into your purse 
without too much bulk. In six shades; 59 
cents, plus tax. 
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OFFICE 


SHOPPING CENTER 





For Personal Libraries. Scott once 
said, “. . . although many of my friends 
are poor arithmeticians, they are usually 
good bookkeepers.” If you, like Scott, 
find yourself sharing your library with 
good bookkeepers, the Personal Bookplate 
Library System is designed for you. The 
attractive bookplate envelope is imprint- 
ed with the owner’s name and holds an 





index card for listing the title of book, 
author, borrower, and date. A colorful, 
sturdy file box holds the index cards 
when books are out. This set makes an 
unusual gift for bosses or book lovers. 
Complete set—100 imprinted bookplat« 
envelopes, 100 index cards, and file box 
only $2.50, postpaid. Allow ten days for 
imprinting and mailing. Write Hansen 
House, Dept. TS-9, 16100 Highland 
Drive, San Jose 27, California. 


“Office Pal.” An automatic envelope 
sealer that’s also a pal at home, espec ially 
at greeting-card time. This sanitary seal- 
er works with one quick twist of the 





wrist. It will seal over a thousand en- 
velopes on one filling of water. Ask for it 
at your local stationer’s or write Cal-Plas- 
tics Manufacturing Company, Dept. TS- 
59, 445 East Wilshire, Fullerton, Cali- 
fornia. Only 97c. 


Dial Your Calculations. Small enough 
to hold in the palm of your hand, the 
Resulta BS7 Portable Adding Machine 
adds, subtracts, and multiplies with pre- 
cision. Two stylus pencils to “dial” the 
numbers keep you from breaking your 
fingernails. It has an automatic error pre- 
vention and visual check device. Excel- 
lent for offices without large, nonportable 
adding machines, or for accountants who 
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work in more than one office. Backed by 
five-year guarantee. $39.95. For addi- 
tional information, write Arnold Brom- 
berger, 85 Manor Drive, Dept. TS-4, 
Newark, New Jersey. 


Magic Marker. Just think of the uses 
for the Magic Marker, a versatile felt- 
nibbed “pen” that you can use equally 
well om wood, fabrics, paper, leather, 
plastics, metals, glass, rubber—so many 
more! Its sec ret-process ink takes to 
either porous or nonporous surtaces and 
wont wear off or wash out. Almost for- 
got—it dries instantly and is not affected 
by heat or cold. 

\ felt pack inside the narrow vial con- 
tains the ink, enough to last for six 
months, and a refill (only 25 cents) is 
easy to attach when a pack goes dry. The 
unit costs 69 cents, comes in the six 
primary colors plus black, white, and 
brown. You can get the Magic Marker at 
stationery and department stores, or from 
any Speedry distributor. This pen was 
developed by Speedry Products, Inc., 91- 
31 121st Street, Richmond Hill 18, N. Y. 


Telephone Ear Pad. Made of velvety- 
soft foam rubber one-fourth inch thick, 
it shuts out outside noises and prevents 
voice from other end of line being over- 
heard. Washable and easily attached or 
removed. Its cheery orange color helps 





identify listening end of phone; softness 
of pad prevents discomfort to women 
who wear earrings. Two for $1.00, post- 
paid, from Jakiela Products, Dept. TS- 
88, 2644 North Western Avenue, Chi- 
cago 47, Illinois. You will find these 
bright little pads a great convenience at 
home as well as in a noisy office. 
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THE GIRL WHO WAS 
LEFT ALONE 


(Continued from page 4) 








WHEN Miss MILLER TALKED wiry 
ETHEL, she tried to find out why she 
felt so unfriendly toward the other 
girls. Ethel explained that she 
hadn't at first. She’d just been shy. 
By the time she began to feel at 
home in the office, the other girls 
were saying she was stuck up and 
avoided her, just as the girls in 
school had. 

When she was hired, Ethel went 
on aggrievedly, Miss Miller herself 
had told her to work hard. Every- 
one had made a point of the fact 
that an office is not a social club. 
And how could she like girls who 
didn't like her? How could she join 
them to watch a parade when she 
knew nobody would move aside to 
give her a place at the window? 
Parades and parties liave no place 
in offices. She felt Mr. Henderson 
should have appreciated the fact 
that someone was doing the work 
when the whole office took time out 
to give him a birthday party at the 
height of their busiest day. 


Miss Mitter rotp Erne that al- 
most everyone feels shy when first 
meeting new people. That the only 
way to overcome that shyness is to 
remember that everyone wants to 
like you, wants you to like them. 
She suggested that Ethel concen- 
trate on ways to let other girls 
know that she really liked them. 
Then she would-forget to be shy. 

Miss Miller agreed that Ethel 
was right to work hard, but she 
said she shouldn't bury herself in 
her work. She pointed out that 
there is a very fine line between 
being a good worker and the office 
grind. While nobody should turn a 
coffee break into a coffee hour, 
those few moments of relaxation 
would actually help increase her 
efficiency. 

As for Mr. Henderson’s birthday 
party, Miss Miller said that it was 
almost a discourtesy on Ethel’s part 
to fail to attend. She said any em- 
ployer might feel hurt at Ethel’ 
seeming ungraciousness. 

Ethel felt a little better when 
Miss Miller admitted that their 
office was more informal than most. 
But Mr. Henderson wanted the staff 
to be informal. Most of the gitls 
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had worked with him for many 
vears, and they had all done their 
jobs well despite the informality, 
or because of it. Of course, some 
of the new girls had been misled 
hy this easy atmosphere. Some had 
treated the office like a social club. 
And that was why Miss Miller had 
made such a point of getting a 
good worker at the time Ethel was 
hired. 

Undoubtedly, there were offices 
where quiet, shy girls who buried 
themselves in their work would be 
preferred over her happy-go-lucky 
crew. But Ethel ought to learn to 
adapt to the atmosphere around 
her. And, even in the most formal 
office, it is important to make 
friends with your co-workers. 


FinaALLy, Miss Miller told Ethel 
that she had a lot of ability, and 
if she could learn to put herself in 
other people’s shoes, she was sure 
that she would make a success of 
her next job. 








Words 
(Key to teasers on page 20) 
RESPELL THESE NAMES 
1. Rye Crisp, 2. Spick-and-Span, 3. 
Mighty Fine, 4. Cut-Right, 5. Minute 
Rub, 6. Fiber Glass, 7. Peppermint, 8. 


Sun-hKissed, 9. Corn Curls, 10, Firm- 
Built 
FROM PASSIVE TO ACTIVE 

1. Expert typists prefer XYZ Carbons. 
2. Many bookkeepers have made that 
sume mistake. 3. Mary's Club elected her 
president. 4. Eating too much candy 
made me ill. 5. (My employer) promised 
me an increase in salary. 6. We saw a 
speeding car coming directly toward us. 
7. We tollowed instructions to the letter. 
8. (The audience) gave the chairman a 
rising vote of thanks. 9. Next, Miss Curtis 
will sing a solo. 10. The teacher marked 
tardy members late. 


WANTED—SINGULARS 


l. parenthesis, 2. tooth, 3. passer-by, 


4. notary public, 5. p.m., 6. fly, 7. ath- 
letics, 8. Bro., 9. half, 10. tariff 


MATCH-MATES 


Dh le 3 4 « j; 5. i; 6. b; 7. g; 
8. f; 9. c: 10. a 


QUOTE IT RIGHT 


1. ... “to the manner born.” (Shakes- 
peare’s “Hamlet.” ) 2. “The love of money 
is the root of all evil.” (The Bible) 3. 
life, liberty, and the pursuit of happi- 
ness. (The Declaration of Independence) 
1. --- no fibs.” (Goldsmith’s “She Stoops 
to Conquer”) 5. “. . . the madding crowd's 
ignoble strife (Gray's “Elegy”) 6... . 
all that glisters is not gold,” ( Shakes- 
Peare’s “Merchant of Venice”) 





This By Your Desk 


Working SLace oer 








@ Nerves get frazzled, and efficiency 


when there's not enough desk-top working 
space. Put an end to that! This ingenious 
within easy reach 
all those papers or books to which you 


YOUR 


WALL-RACK will hold 


They're OFF 


refer frequently. } 
and ON THE WALL! 


DESK 


@ Use in any ofhce to hold books or papers 
frequently referred to by yourself and others. 
@ The Mail Room will be everlastingly grate- 
ful to you if you help install the WALL- 
RACK there. It is invaluable for assembling 
incoming, outgoing or inter-office mail. If 
your office displays merchandise or offers 


the Evans WALL- 


advertising literature 
RACK will do a good job there, too. 


@ All aluminum, Evans WALL-RACK fastens 
securely to an otherwise unused wall. Light- 
weight, yet durable, holds over 40 Ibs. 
Comes complete with double hanging frame 


and drive nails. 


drops 





6-Section size . 


$11.00 


12-Section size 18.50 


— Made by the Makers of the Famous Evans GATHERING RACKS — 


See Your Dealer or W rite: 
Evans Specialty Co., Inc., 415 N. Munford St., Richmond 20, Va. 














RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TrELescopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
tape to 20 inches. 








EYEGUIDE CONTRACTED 





a 20" —E | 
_ = "i, ia a —. en 


EYEGUIDE EXTENDED 
FREE TRIAL OFFER Write, osking us to send youa 


RITE-LINE Copyholder with the understanding you moy 
return it without chorge within ten doys. 


4209-—39th Street, N.W. 
RITE-LINE CORP. Washington 16, D. C. 
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GO PLACES with Waldon Robes Enanann 


Photo Courtesy of 
wert 







Bureau, Ottawa, 
Canada 


ASK 
ANY 
CANADIAN! 


Weldon Roberts Erasers Correct Mistakes In 
Any Language! They 
are preferred by dis- 
criminating users the 
world over. To Cana- 
dians, they've contin- 
ued to be the “best 
buy” for half a cen- 
tury. 
Ask your office man- 
ager or stationer for 
Weldon Roberts Eras- 
ers to assure you of neat- 
ness, quality and speed in 
correcting mistakes in short- 
hand, typing and handwrit- 
ing. 

WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 
Newark 7, MN. J. 

World's Foremost Eraser Specialists 

3900 TRI-PLY WHISK. Typicts’ 

favorite Weldon Roberts Eraser 

No. 399, with brush. Center ply of 

soft, gray ink eraser. Two outer 

lavers of red rubber for erasing 
pencil. 
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The New, Exclusive i 


INDEX 
AICO TYPERITE ;,g5ing 


With Typewriter Spaced Insert 


Strips! 
Typing Titles Is Easier Typing Is Neater, Cleaner 
For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist’s time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It's the only Tabbing 
with this feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


AIGNER _ 97 Reade St., New York 13, N.Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 
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Here's how to use 
WALLET SIZE APPLICATION PHOTOS 


You can win lasting friends and find advanced business 
opportunities by using these popular wallet copies of your 
favorite portrait or photo. Wonderful as gifts between relatives, 
as gifts to high school and college brothers and sisters (from 
their portraits) and as pictures for use on employment resumes 
and when answering help wanted ads — You receive FREE, 
three full pages — a one-page sample resume and two pages 
of instructions to help you prepare your resume to get the 
better position you deserve — Your original portrait or photo 
returned unharmed with 20 top quality 2% x 3% silk finish, 
double weight photos and FREE sample resume for $1. 


20 FOR $1— You'll love your pictures or money returned. —50 FOR $2 





j ‘ 
| APPLICATION PHOTOS, Dept. 21 | 
Box 271, Salem, Mass. 
| We enclose portrait or photo and$ _———sfor 20 | 
wallet photos and free sample resume and instruction sheets. FOR | 
NAME dataitinds SS a Se a | 
paths Ee See - SE eee eee $1 | 
, CITY ZONE____ STATE —__———-_ | 
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VOICE A PERSONALITY ASSET 


(Continued from page 15) 








unfamiliar words in the dictionary, you will be sure 
of your pronunciation, and you will increase your 
vocabulary at the same time. Pick what you think js 
the most beautiful prose or poetry in the English 
language and try reading it aloud until you get it 
perfectly. To be able to read great literature well is 
a tremendously satisfying. experience. 

Perhaps you have been confronted at one time or 
another with a tongue twister such as, “How much 
wood could a woodchuck chuck if a woodchuck could 
chuck wood?” Do you know a few of these that you 
could use to practice on once or twice a week? Try 
them on your friends. Tongue twisters are lots of fun 
and excellent practice. Here are a couple to start on: 

What noise annoys a noisy oyster most? A 
noisy noise annoys a noisy oyster most. 


A big black bug bit a big black bear. 


OVERHEARD IN THE CAFETERIA: “That Mr. Smith in 
the shipping department has a disposition like rancid 
coffee. | wish someone else would handle his. calls.” 

“Why, Carol, I know Mr. Smith. We often ride 
home on the train together at night. I never have 
any trouble with him.” 

Telephone antagonisms develop in offices all the 
time. Mr. Smith is really a nice person. If Carol could 
meet him, they would probably get along fine. In a 
large business office, however, many persons who are 
complete strangers must work together through the 
impersonal medium of the telephone, which puts a 
premium on a pleasant voice and correct telephone 
procedure. The most important thing to a business 
firm is its relations to its customers and its clients. 
Success or failure of many important aspects of a 
business depends on telephone contacts. 

Perhaps soon the scientist will reach down into 
his bag of tricks and come up with something that 
will make “phonovision” a practical reality. But, until 
that day, nobody will be able to tell that you look 
interested and concerned about the person on the 
other end. You will have to put that across with your 
voice. It will have to come alive—convey a friendly 
and interested tone. 

Remember that the person on the other end of the 
line cannot read your lips or tell what you are saying 
by your gestures or facial expressions. On the phone 
everything depends on good pronunciation and clear 
enunciation, not to mention good grammar. 

Unfortunately, the best and most effective voice is 
not the one that just comes naturally. A good voice 
requires a little patience and practice. Good habits 
take time to acquire. Yet, for the effort involved, there 
is probably no more satisfying reward than good 
speech. The ability to speak well will help give you 
confidence and poise. Good posture will help project 
your voice better and will also make you look your 
best. A pleasant smile and a cordial manner will show 
up in your voice and will make you a warmer, more 
likeable person. The result is an unbeatable combina- 
tion for developing your personality, winning neW 
friends and respect in your private life, and achiev- 
ing advancement and success in the world of business. 
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(Continued from page 46) 
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WITH THE ExcLUSIVE ECONOMIZER BOX 


PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Samples sent only on request when 
letterhead of company is used. 


Department S$ 3 


KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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Have the Facts 


At Your 
Fingertips! 
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FOR “VERTICAL” SYSTEMS _ 
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ANCHORS 


(Continued from page 41) 
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What good are records if you can't NU-VIZ STEEL SIGNALS 
‘ : FOR “VISIBLE” SYSTEMS 


find what you want when you want it? 


| 
, ' | 
rr + . ~ y/2 - 
That’s why today’s secretary relies = | 
‘ B - - mee rt $ 
more and more on Graffco Signals wo we: . 


and Maptacks to cuide her search for CELLUGRAF TRANSPARENT 
o. . 7 oe SIGNALS FOR “VISIBLE” SYSTEMS 
information, to remind her, to flag her 


attention. —@ # >; = 


' 


Available in many designs and zz. 
colors to \ italize records and MAPTACKS } 
la aaa | _FOR MAPS AND CHARTS 


coordinate system control. 


At your office supply dealer or 

GEORGE B. GRAFF 
COMPANY 

54 Washburn Ave., Cambridge 40, Mass. 











SCHEDULE YOUR APPOINTMENTS 


the easy, orderly way 
Get a handy 
1955 MONTH-O-RAMA 
A Whole Month’s 
Day-to-Day Schedule 
At a Glimpse 





You'll marvel the way this appointment 
ayomasae) keeps your schedule runnin 
smoothly Dates, dinners plans a i 
~ roy meetings, et« fit into rly 
mn with rut conflict The MONTH-O. 
RAMA kee eps a whole month's 
arrangem ents in front of ou G ives you 
the perspective —— you need to 
plan your tin wisely 
} act page is “11xBLe “ke ~) off 
— ind the entire y wt »matizer 
atly bbe yund with spira "te er 
manenc Ha my to keep at de sk ‘oth nm 
yor in brie of case for bus for the 
hc ym for travel. A welcome rift 
mium Satisf: n ruaranteed. Send 
uh — a 1 33. iti m. Quantity price 


ques 


On ly$ es FLEX CO., 6969 Amherst, Dept. T, St. Louis 5, Mo. 














NOW... SHORTHAND DICTATION on 


RCA. Victor’ RPM RECORDS by 

[R-C-A. Victor | DICTATION DISC CO. 
Our new 45 rpm records are the result of your popular demands— 
each containing 15 minutes of precision-timed dictation (business letters). 


For new bursts of speed, rhythm and accuracy—practice with Dicta- 
tion Discs. 

















| DICTATION DISC CO. —Box 637—Church St. Station, N.Y.C. | 
| Please send me the following 45 rpm Dictation Discs, | 
| ( ) 60-70 wam fully guaranteed against flaws and defects—$1.75 ea. | 
| ( ) 80-90 wam 
NAME ______ a 
| ( ) 100-110 wam | 
| ( ) 120-130 wam nea asa a | 
I ) Complete set $6.50 | city ee STATE | 
ee —_ 
| For 78 rpm and 331/3 LP send for free literature 
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DEADLINES AND DIPLOMACY 


(Continued from page 17) 





—— 
publicity department is the preparation of the com- 
pany publications. There is the monthly magazine, 
The News-Letter, the weekly News-Note, and numer- 
ous employee bulletins. “Because most of the news 
items are turned in to us, my job is to check them 
for factual additional 
facts if the 
copy. Evelyn said. “When the News-Letter is being 


inaccuracies and to obtain 


necessary so that my boss can write 
readied for the press, I type the copy for the print- 
er and proofread it when it comes back. Our News- 
Vote and the employee bulletins are done by multi- 
lith, so it’s my job to prepare the masters for these, too. 

Filing is another big part of Evelyn's job. In ad- 
dition to routine filing, she keeps a special file for 
press clippings, another for copies of the company 
publications, one for photographs, another with em- 
ployees’ names and addresses, and one for trade 
magazines. Her efficient hands pulled from the book- 
shelf a leather album with clear plastic pages. “This 
is part of the photography file. We have a volume 
each for pictures of products, of plant facilities, of 
company personnel, and one for company social and 
athletic affairs.” 

In her job, Evelyn is constantly forced into the 
position of saying “no” tactfully. “This department 
knows company developments before they are an- 
nounced.” “We have to,” she grinned, “because we 
prepare the announcements and often make the ar- 
rangements. But because, as with all plans, there may 
be a change before the final release, my job is to make 
sure there’s no advance leak—and to avoid hurting 
anybody's feeling in the process.” 

In the year Evelyn has been with the company, 
public relations with the town have consisted chiefly 
of furnishing speakers for clubs or organizations, pre- 
paring occasional news items, and the open house 
party when the new executive offices were occupied. 
“That was quite a job. Our department had to compile 


a guest list of individuals. send out the 


firms and 
invitations, train the guides, get badges and flowers 
—arrange the whole affair. There were a lot of de- 
tails I had to 

In thinking over her job, Evelyn summed up its re- 
quirements for us. 


handle.” 


“A secretary in this type of work 
needs to develop good judgment, plenty of tact, 
adaptability, and an understanding of people. I wish 
that I had had a course in psychology and one in 


journalism. too.” 


THESE THREE SECRETARIES have very different types 
of jobs although they all come under the heading 
of public relations. Being a secretary in their offices 
IS sure to be exciting. I you like a lively, fast-paced, 
unpredictable job—a job that will bring you into 
Continual contact with all sorts of people—you will 
‘gree with these three secretaries that there is noth- 


ing 
ing 


to compare with working in public relations. 
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THEY'RE t athiedtivie 
and peomovalle” 


For labeling file folders, catalog sheets and charts 
—used for identification, visual index markers, 





map stickers—for air mail and special delivery 
stickers—address and address changes and hun- 
dreds of other uses. There’s no limit to the con- 
venience and utility of Avery Labels. 

And every office labeling job can be faster, cleaner 
and neater with Avery Kum-Kleen. There’s no 
messy gluing or licking, because Avery Labels 
are self-adhesive. They stick instantly at the touch 
of a finger—and stay stuck—yet they're easily 
removed when necessary! 

dealers: Be sure your stocks of Avery Labels 
are complete for all office needs. Free sales aids— 


displays, mats and literature are available. See 
your Avery salesman or write for samples today! 







type, stamp or write on them 
---you'll save time and money! 


Self-adhesive Avery Labels come in your 
choice of 25 popular shapes and sizes. 


Air Mars — 


V-6281 (Red and Biue) 


(Red) 
V-1216 V-6282 (Yellow and Green) (Yellow) 
V-5053 
V-1224 V-808 —i/iustrations are (Green) 
508 one-fourth actual size 


AVERY ADHESIVE LABEL CORP., Resale Div. 152 


117 Liberty Street, New York 6 ¢ 608 South Dearborn Street, Chicago 5 
1616 So. California Ave., Monrovia, Cal. ¢ Offices in Other Principal Cities 
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